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PREFACE. 


The  plan  of  this  work  being  somewhat  different  from  that 
of  those  on  Book-keeping  we  already  have,  a  few  words  in 
justification  may  be  necessary.  That  justification  finds  its 
ground  mainly  in  the  anxiety  of  the  authors  to  remove,  as 
much  as  possible,  the  difficulties  which  beset  the  path  of 
the  young  scholar  on  his  first  approach  to  this  subject.  Long 
lists  of  definitions  of  terms  which  are  of  no  immediate  use, 
and  a  formidable  array  of  the  books  required  are,  doubtless, 
calculated  to  have  a  confusing  effect  upon  his  mind.  Accord- 
ingly, no  definitions  are  given  at  the  outset  but  such  as  arc 
absolutely  necessary.  As  assets  and  liabilities  are,  in  this 
country,  so  often  connected  with  Notes ^  it  is  necessary  he 
should  know  something  of  the  nature  of  a  Promissory  Note 
and  an  Acceptance.  We  have,  therefore,  made  some  introduc- 
tory remarks  in  reference  to  them.  After  this,  he  is  brought 
at  once,  face  to  face  with  tl  e  ultimate  object  of  a  set  of 
accounts ;  and  his  every  day  knowledge  and  experience,  and 
his  own  good  sense,  are  then  chiefly  depended  on  for  an 
intelligent  appreciation  on  his  part  of  the  best  mode  of  arriving 
at  that  object.  With  a  view  to  this,  the  nature  and  form 
of  an  account  are  explained  ;  examples  are  given  of  the 
separate  different  accounts  showing  assets,  liabilities,  losses 
and  gains  ;  and  then  a  connected  series  of  transactions  origi- 
nating a  connected  series  of  accounts,  and  resulting  in  his  con 
structing  a  Double  Entry  Ledger  before  he  knows  even  the 
name  of  the  book.  The  idea,  in  fact,  has  been  to  cheat  him 
iirto  making  it  unawares. 
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PREFACE. 

Teachers  have  found  that  it  is  difficult  to  make  a  pupil 
understand  the  Journal  until  he  becomes  acquainted  with  the 
nature  and  disposition  of  the  accounts  in  the  Ledger.  It  has 
been  sought  to  give  him  a  clear  understanding  of  the  Ledger 
accounts^  assured  that,  when  he  has  attained  this,  every  thing 
else  will  be  comparatively  easy.  The  language  has  been 
nnade  as  simple  as  possible,  and  far-fetched  explanations  of 
rules  for  journalizing  have  been  carefully  avoided.  As  journal' 
izing  is  merely  expressing  in  technical  form  which  accounts, 
in  any  particular  case,  are  to  receive  entries,  and  on  which 
side,  he  is  independent  of  set  rules,  if  he  understands  tliese 
accounts ;  which  we  presume  he  does  if  he  has  properly 
studied  the  chapters  on  accounts,  ending  on  page  30, 

Sets  containing  a  large  number  of  entries — even  although 
not  difficult — have  a  tendency  to  discourage  the  pupil  and 
prejudice  him  against  the  necessary  work.  The  earlier  sets, 
therefore,  have  been  made  short  and  simple,  that  he  may  more 
easily  trace  the  connection  between  the  corresponding  entries 
in  the  various  books,  and  arrive  at  the  ultimate  result  without 
becoming  fatigued  and  perplexed  with  the  extent  and  difficulty 
of  his  task ;  while  a  sufficient  number  has  been  given  to  exer- 
cise him  thoroughly  in  the  opening  and  closing  of  books. 

As  other  special  features,  the  attention  of  the  reader  may  be 
directed  to  the  method  given  in  Set  III.,  Single  Entry,  of 
testing  the  correctness  of  the  Ledger,  and  to  a  more  complete 
explanation  than  usual,  in  the  last  two  sets  of  Double  Entry, 
of  the  management  of  Bills. 

The  teacher  is  earnestly  recommended  not  to  allow  the 
pupil  to  pass  the  30th  page  until  he  clearly  understands  the 
nature  of  the  Ledger  accounts.  In  working  out  the  sets,  the 
pupil  should  make  all  the  calculations  for  himself  whether  given 
in  the  book  or  not,  and  he  should  draw  out  in  proper  form 
the  various  notes,  etc.,  connected  with  the  different  sets. 
Legibility  and  neatness  also  should  mark  his  work. 
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PREFACE. 

Believing  that  our  adoption  of  the  analytic  method  of  intro- 
ducing the  subject  will  commend  itself  to  our  fellow-Canadian 
teachers,  we  now  submit  the  work  to  them  in  the  hope  that 
a  judicious  and  faithful  use  of  it  may  be  instrumental  in  instill- 
ing  mto  the  minds  of  our  youth  correct  principles  on  the 
subject  of  Book-keeping,  and  in  preparing  them  for  a  more 
extended  study  of  it  than  the  hmus  of  the  present  work  will 


Vv) 


PART  L 


SINGLE    ENTRY 


i 


M 


\ 


i 


BOOK-KEEPING. 


CHAPTER  I. 

INTKODUCTOUY. 

If  goods  arc  sold  by  Robert  Sm;n>  ♦ ,  t  i      r 
bein«  paid  for  at  tbo  tL  "th'y  u"    4  Jb'"."^T™'  ^'"^"'' 
There  may  be  simpiv  a  o«n«-,7„t  L        /■       *"'''  ""  creait. 
ties  timt  the  g,,ods  are  toTn,lrf!       ""'"'^ ''«'«-«'en  tlie  par. 
&o.,  as  the  ease  m  v  bo     or  Job  ',"!  """  """'■''•  '"■"  """''l'«. 
pmuise  iu  somewhat  the  ililowi  ;in:'"-l '""'  °'"'  '  '*"''*" 

^<«?«  *>ioi,/4,i    aAfl    J„/r   of  y.i  J      . 

m.//..     /  i  "^7^'^    ^^''    ^«'«/^^</  «>/./  a^^y^y 


^o/in  ^oned. 


"  ti::  tr  s  tt^  r:£r' f-f ^^^^^^^^^^^^^ 

i«  created  on  the  part"^,?  John  J,    er'"  A/';b'''r  ""^  '''^''' 
sell  on  credit,  we  may  somet  m^       ■        '  "'J='','-'f"'-e.  when  w« 

s"."etimes  nit,  the  deUrowin  ,  r'""  "'"■  '^"'"'"■'^  "»'«.  ""<' 
iuto  two  elisses  •-  ^  '"  "'  "'«  "af'-'dly  divided 

11.  Debts  owing  to  us,  for  which 
the  debtors'  notes. 


we  have  not  received 


A.s,  similarly,  wo  may  h 


"'J  on  credit,  sometimes  giving  our 
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note,  sometimes  not,  our  debts  are  naturally  divided  into  two 

classes  : 

I.  Debts  owing  by  us,  for  which  we  have  given  our 

notes. 

II.  Debts  owing  by  us,  for  which  we  have  not  given  our 

notes. 

There  is  another  form  in  which  John  Jones  may  promise  to 
pay  the  money.  Kobert  Smith  may  write  something  like  the 
following  : — 

QJniee  tnonlnd  afitl  mtfe,  Actil^  io  tne,  ci  tm/ 
<ylaci,  &He  Q^anaiea  ana  ol/i/i^-  ^oiiaU,  j/ol  tju/tti 
leceu'ea. 

This  is  called  a  draft,  and  is  in  no  way  binding  on  John  Joiu'  s 
until  he  has  expressed  his  willingness  to  pay  the  amount  by 
writing  across  the  face  of  it  the  word  accepted,  and  his  name,  ami 
delivered  it  to  Kobert  Smith.     Thus — 


>s. 


I     ^o\on(o,  Jiine  /J<,  /Sj(r.. 


iecfiuea.  >         \ 

o%  ^S.  f^fu.  /one,,       %  '^^  Moie'd  MmU. 

It  is  now  an  Accepted  Draft,  or  more  shortly  an  Accept- 
ance. It  is  equal  in  effect  to  the  Promissory  Note,  and  differs 
only  in  form.  So  that  when  we  speak  of  debts  owing  to  us, 
for  which  we  have  received  our  Debtors'  Notes,  the  pupil  may, 
if  he  likes,  say  "  notes  or  acceptances" 

When  we  sell  goods  to  a  person  on  credit,  we  have  several 
advantages  in  getting  his  note.  By  reading  the  note  carefully 
ihe  pupil  will  see,  first,  that  it  is  an   acknowledgment  of  the 
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debt;  second,  that  the  ti'me  of  payment  is  definitely  fixed.  We 
liave  also  this  advantage,  that  we  can  sell  it  like  any  other  kind 
i>f  property.  We  can  pay  it  to  another  person  for  a  debt  we 
t>we  him,  or  we  can  get  it  discounted  at  the  Bank — a  process 
which  it  is  not  at  present  necessary  to  explain. 

It  may  be  mentioned  in  passing,  though  the  pupil  need  not 
trouble  himself  about  it  at  present,  that  three  days  are  allowed 
on  all  notes  made  payable  at  so  many  "  days  or  months  after 
date,"  beyond  the  time  indicated  for  payment  on  the  note.  So 
that  John  Jones'  note  would  not  be  due  until  three  days  after 
the  let  September.     These  dayo  are  called  days  of  grace. 
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In  solving  any  arithmetical  problem,  the  first  thing  we  do  is 
to  seek  to  have  a  clear  conception  of  what  is  required  to  be 
found,  and  then  to  examine  if  we  have  sufiicient  information 
given  to  enable  us  to  bring  out  the  required  result. 

If  the  study  of  Book-keeping  were  taken  up  in  the  same 
manner,  much  of  the  difficulty  usually  attending  it  would  dis- 
appear. The  thing  ultimately  required  to  be  found  from  a 
trader's  set  of  books  is  his  financial  position.  And  how 
is  this  ascertained  1  Most  persons — even  young  persons — are 
fandliar  with  a  statement  sometimes  found  in  newspapeis  that 

Mr. ,  not  being  able  to  meet   his   payments,  has  culled  his 

creditors  togc^ther,  in  order  to  lay  before  them  the  state  of  his 
affairs.  In  such  a  case,  the  two  most  important  questions  to 
the  creditors  are :  "  How  much  does  the  trader  owe  ?  "  and 
"  What  has  he  that  he  can  apply  to  the  payment  of  his  debts  ? " 
or,  as  it  is  generally  expressed,  "  What  aie  his  liabilities  ?  " 
and  "  What  are  his  assets  ?  "  If  his  books  have  been  correctly 
kept,  they  will  furnish  an  answer  to  these  questions. 

A  trader's  assets,  so  far  as  his  business  is  concerned,  will 
generally  be  somewhat  as  follows  ; — 
Cash  in  hand. 
MerchandiMe  in  hand. 
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Debts  owing  to  liim  for  which  he  has  recivedhis  customers' 
notes. 

Debts  owing  to  liim  for  which  he  has   not  received  his 
customers'  notes. 
His  habilities  will  be — 

Debts  owing  by  him  for  which  he  has  given  his  notes. 

Debts  owing  by  him  for  which  he  has  7iot  given  his  notes. 
In  examining  the  nature  of  the  different  assets,  it  will  prob- 
ably be  suggested  to  tlie  mind  of  the  thoughtful  pupil  that  the 
;lebts  owing  to  the  trader  can  hardly  rank  with  cash  in  the 
paymv.nt  of  his  own  debts,  and  he  may  possibly  be  reminded 
of  the  old  saying,  "  A  bird  in  the  hand  is  worth  two  in  the 
bush."'  This  is  true,  and.it  is  accordingly  usual,  in  estimating 
a  trader's  assets,  not  to  reckon  the  debts  owing  to  him  at  what 
his  books  show  them  to  be,  but  to  make  some  deduction  on  ac- 
count of  the  uncertainty  of  all  of  them  being  good,  or  rather 
i;>f  the  almost  absolute  certainty  of  some  of  them  being  bad. 
To  take  this  into  account  at  present,  however,  would  only  em- 
fjarrass  the  learner.  We  will,  therefore,  for  the  sake  of  sim- 
plicity, suppose  them  to  be  good. 

The  assets  and  liabilities  being  known,  we  have  all  the  in- 
formation necessary  to  determine  the  trader's  financial  standing. 
It  iiis  assets  are  greater  than  his  liabilities,  he  is  worth  just  the 
(lillh'i'uce ;  if  his  assets  are  only  equal  to  his  liabilities,  he  is 
ivorth  nothing  ;  if  his  assets  are  less  than  his  liabilities,  he  is  in- 
solvent. 

Suppose,  in  the  case  referred  to,  that  the  trader's  financial 
position  has  been  ascertained  from  a  comparison  of  his  assets 
with  his  liabilities,  another  very  natural  eiujuiry  on  the  part  of 
the  creditors  presents  itself — *'  How  has  this  unfortunate  state 
of  tilings  been  brouglit  about  ? "  If  his  books  have  been 
properly  kept  they  will  answer  this  question  also.  They  will 
show  how  he  stood  at  some  former  period — say  twelve  months 
ago — what  profits  he  has  made  from  sales  since,  what  losses  he 
may  have  sustained,  and  what  expenses  he  may  have  incurred 
for  the  carrying  on  of  his  business  since. 

It  is  clear  that,  if  his  profits  from  sales  have  been  greater 
than  all  his  expenses  of  various  kinds,  ihero  has  been  a  net 
yaiu,  and  his  former  capital  has  been  increased  by  so  much.  If 
his  profits  have  been  oidy  equal  to  his  expenses,  he  is  just  where 
he  was  ;  while,  if  his  profits  have  been  less  than  his  expenses, 
there  has  been  on  the  whole  a  loss,  and  his  fiirmer  capital  has 
been  lessened  by  so  much  ;  and  if  his   net  ~.V6S  Ikis  been  greattir 
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liLiu  ill*'  iuiiomit  <>!  lu.s  toiiiKi  cai)!!:!),  thai  capital  lias  oiitin'ly 
disappeared,  and  lie  i.s  worth — Irss  than  nothing. 

A  trader's  hooks,  therefore,  should  furnish  two  kinds  of 
information.  One  of  these,  the  present  assets  and  liabilitii's, 
will  show  his  present  financial  position  without  any  rofcremv 
to  A  former  period.  The  ether,  by  taking  into  tjonsidcration  hi.s 
position  at  a  former  pci  ii  d,  and  ids  uains  and  losses  since,  will 
show  Ilow  from  that  former  position  he  has  arrived  at  his  i)i('- 
sent  one.  And,  further,  as  the  result  must  in  each  case  be  the 
same,  iKjieeynent  in  result  may  be  considered  some  ])i'o(jf  of  its 
correctness. 

In  order  to  illustrate  the  preceding  observations,  we  will 
suppose  the  following  to  be  given  as  a  question  in  simple 
Arithmetic. 

A  trader's  books  contain  statements  showing  that  he  began 
business  January  1st,  1876,  with  $1,360;  that  he  has  to-day 
(June  30th,  1876),  cash  in  hand,  $500  ;  merchandise  in  hand, 
31,000  ;  that  there  is  owing  to  him  $400,  for  which  he  hohls 
notes,  and  $300  for  which  he  does  not  hold  notes  ;  that  he 
owes  $350  for  which  he  has  given  his  notes,  and  $200  for 
vrhich  he  has  not  given  his  notes.  His  jirofits  from  sales  have 
been  $480,  and  he  has  expended  for  rent  $80,  and  for  sundry 
other  things — as  cartage,  stationery,  clerkdiire,  &c. — $.>().  Re- 
quired his  present  net  worth. 

The  intelligent  pupil  will  perceive  that  there  are,  in  this 
question,  two  distinct  classes  of  data,  from  either  of  whicli 
alone  he  can  determine  the  present  net  worth,  aiid  as  the  qurs- 
tion  stands  he  is  at  liberty  to  take  his  choice.  Let  him,  how- 
ever, take  first  the  present  assets  and  liabilities. 

ASSKTS.  I  LIAIJII.ITIKS. 

('ash  in  hand SHOO    Debts  owing  by  liini  for  which 

Mdse  in  hand 1000  he  has  giv.-n  his  noU-s 8.'{")0 

Debts  o will ^' to  him  forwliich  Debts  ow'ng  l)y  him  for  which 

he    hokls    his     customers'  lie  has  not  s^ix en  his  notes       I'Oll 

notes 400  

I>ebt8  owini<  to  him  for  which  i  Total  liabilities $.V»0 

he  does  not  hold  notes 'MM)  ! 

1 

'J'otal  assets 82200  ' 

Total  assets ,?2200 

,,      liabilities TmO 

Present  net  w^orth 81Gr)0 

Taking  now  the  original  capital  and  the  subsequent  gains 
and  losses,  we  have — 
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Profit  from  sales $480 

Expended  for  rent Jr^SO 

Sundry  other  expenses ijO 


Net  gain 


:i50 


Original  capital  1300 

Present  net  capital SlGoO 

From  the  foregoing,  the  pupil  will  see  that  a  trader's  books 
should  contain  statements,  in  some  shape  or  other,  showing  : 


f 


His  Present  Assets 


I-  ^ 


His  Present  Liabilities. 


I 


Cash  in  hand. 
Mdse  in  hand. 
Debts  owing  to  him, 

on  others'  notes. 
Debts  owing  to  him, 

not  on  notes. 
Debts  owing  by  him, 

on  his  own  notes. 
Debts  owing  by  him. 

not  on  notes. 


II. 


r  His  Capital  at  some  former  period. 
(  His  Gains  and  Losses  since. 


From  each  of  these  the  present  financial  position  is  de- 
termined :  from  the  first,  by  a  simple  view  of  the  business  as  it 
now  stands,  without  any  reference  to  a  former  period  ;  from  the 
second,  by  taking  note  of  the  position  at  a  former  period,  and 
of  the  gains  and  losses  since,  without  knowing  anything  of  the 
cash  we  have  in  hand,  or  the  debts  owing  to  or  by  us  now. 

The  pupil  will  do  well  at  the  very  outset  to  have  a  clear 
comprehension  of  the  goal  he  is  aiming  at  in  keeping  a  set  of 
accounts.  If  he  does  this,  and  maintains  that  goal  constantly 
and  steadilv  in  view,  he  will  have  little  difficultv  in  devising 
the  means  himself  of  attaining  to  it,  or  else  in  intelligently  ap- 
preciating those  proposed  by  others. 
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CHAPTER  III, 

^    THE  NATURE  AND  FORM  OF  AN  ACCOU.NT. 

what  IS  owing  to  him,  what  heT-.!  iP  ""  "^^^'^  »'""vi,,s 
ought  to  be  in  hand  the  mpr.l.  ?•'  '"'"'  '"""'"  ^o^h  there 
vanous  gain,  and  iossk    '   "^'"'""'d.se.  still  unsold,  and  the 

ment^fcr-j^^-^^^^^^^^ 

there  should  be  in  hand.  '^Evrdent?v  ff      '"f  '""^  '"'"^•'  "'^h 

KSt^  -  --  '^-Snfw:\atrii:nf^^^ 

^ndSe^r^rol'^hil^JX^^  "''^f '"  '-«>.  on  the 

t-op^rfcrerenHrly'r  if  ^-'  -y  '-"0. 
bably  iind  three  or  four  differenTSods'adTptrd.  ''"""  P"" 

/^^^^  F^RST  METHOD. 
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SECOND  METHOD. 


/rf/^. 


/  ToadH  iti  /uMia 

2  oJieceivft/  r€id/i 
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THIRD   METHOD. 


"i^aJ. 


/cJ*//'. 

/s/S. 
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30 

o%-> 

2 

^Jifrtiiifa 

'»0 

00 

5 

7AiJ 

/^ 

Oi^ 

^ 

(iHfCfivea 

So 

00 
00 

/ 

m^cc/ 

-/J 

Of 

'/JO 
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00 
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All  these  plans  come  to  the  same  thing,  and  each  has  its 
peculiar  advantage.  We  will  not  at  present  specify  these  ad- 
vantages, but  will  adopt,  with  a  slight  modific.ition,  the  third 
method  in  our  further  explanations  of  the  different  accountsi 
We  will  put  Dr.,  the  contraction  for  debtor  or  debit,  en  the 
left  hand  corner  at  the  top,  ami  Gr.,  tlie  contraction  for  credi- 
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tor  or  credit,  on  the  rii^ht.  hniul  corner.  Also,  insU'ad  of 
subtracting  the  smaller  side  from  tlie  gi-eater,  we  will  add 
sufficient  to  the  smaller  to  make  it  ei]nal  to  the  greater. 
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Any  of  the  foregoing  arrangements  of  the  items  is  called  an 
Account.  When  we  dividt;  the  account  into  two  sides,  as  in 
the  third  method,  the  left  hand  side  is  calh^d  the  debtor  or 
debit  side,  and  the  right  hand  -  le  is  called  the  creditor 
or  credit  side.  When  v/e  make  an  entry  on  the  left  hand 
side  we  are  said  to  debit  the  account,  and  when  we  make  an 
entry  on  the  right  hand  side  we  are  said  to  credit  the  account. 

This  arrangement  of  the  items  of  an  account  is  the  one 
usually  adopted,  except  as  regards  the  explanatory  words  in 
the  wide  column,  which  for  our  present  purpose  is  of  no 
moment.  The  essential  part  of  this  arrangement  is  the  col- 
lecting on  one  side  all  the  cash  received,  and  on  the  other  all 
the  cash  paid. 

In  reference  to  this  arrangement,  the  enquiring  pupil  who  is 
anxious  to  know  the  reason  of  evprythinL''  he  does,  may  very 
naturally  ask  if  it  would  not  he  just  as  proper  to  put  the  cash 
received  on  the  right  hand  fidQ  and  the  cash  paid  on  the  left. 
We  answer,  yes  ;  so  far  as  the  ultimate  object  of  the  account 
is  concerned,  there  is  no  reason  why  one  plan  should  be  adopted 
in  preference  to  the  othoi',  except  that  it  is  the  custom,  and 
therefore  we  must  follow  it. 

In  like  manner,  if  we  make  a  statement  of  the  value  any 
person  has  received  from  u^  or  delivered  to  us  at  various  times, 
we  can  ascertain  how  he  stands  related  to  us  as  Dr.  or  Cr. 
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oupp<»<^»  John  Jones  buys  goods  from  us  June  1st,  1876, 
auiounling  to  $120  ;  2nd,  Pays  us  $30  ;  3rd,  Buys  goods  from 
us,  $200;  5th,  ISells  goods  to  us,  $150  ;  6th,  Pays  us  cash,  $20. 
Does  John  Jones  owe  us,  or  we  him,  and  how  much  ? 

Airanging  according  to  the  third  method,  we  have — 
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The  u.so  of  tlic  words  l)(>V)tor  and  Creditor  in  connection  with 
the  name  of  a  thing,  as  cash,  will  no  doubt  pre.sent  some  ditti- 
cnlty  to  the  pupil's  mind.     He  can  easily   understand  John 
Jones  being  Debtor,  but  he  cannot  see  the  propriety   of  Cash 
being  Debtor,     Strictly  speaking,  these  terms  in  their  original 
import  refer  only  to  persons.     In  business,  a  person  receiving 
value  without  giving  at  the  samc^  time  ati  equivalent  becomes  a 
debtor,  the  giver  of  the  value  being  the  creditor.     The  terms 
receiver  and  giver,  debtor  and  creditor,  are  correlative  terms  ; 
i.  e.,  they  are  so  related  that  one  cannot  (^xist  without  the 
other.     There  cannot  be  a  receiver  without  there  being  a  giver, 
nor  a  debtor  without  there  being  a  creditor.     The  application 
of  the  terms  Dr.  and  Ci.  to  things  is  called  by  one  writer  "  a 
beautiful  fiction,"  and  various  reascjtis  have  been  given  to  jns- 
tify  the  application.     But  the  beginner  will  do  well  not  to 
trouble  himself  unduly  about  this  matter.    He  may  at  present, 
if  he  likes,  consider  them  as  merely  giving  names  to  the  two 
sides  of  an  account.     He  will,  however,  observe  that  as  an  entry 
cm  the  Dr.  side  of  Cash  Account  indicates  that  we  have  re- 
ceived Cash,  so  an  entry  on  the  Dr.  side  of  any  other  account 
in  the  name  of  a  thing  will  indicate  that  we  have  received  the 
particular  kind  of  thing  represented  by  the  name  of  the  account. 
Thus  an  entry  on  the  Dr.  side  of  Bills  Receivable  Acct.  will 
indicate  that  we  have  received  another's  note.     And  as  an  entry 
oin  the  Cr.  side  of  Cash  Account  indicates  that  ice  have  parted 
with  Cash,  so  an  entry  on  the   Cr,  side  of  any  account  in  the 
name  of  a  thing  will  indicate  that  we  have  parted  with  the  par- 
ticular kind  ot  thing  represented  by  the  name  of  the  account. 
Thus  an  entry  on  the  Cr.  side  of  Bills  Receivable  Account  will 
ii'idicate  that  we  have  parted  with  another  person's  note. 

The  pupil  will  now  readily  see  tliat 

Cash  in  hand  may  be  shown  by  arra.iging  the  Cash  received  and 
paid  under  the  head  of  Cash. 

Others'  Notes  in  hand  {i.  e.,  what  is  owing  to  us  for  which  we 
hold  Others'  Notes),  by  arranging  all  such  notes  received 
and  those  of  them  which  we  afterwards  dispose  of,  under 
the  head  of  Bills  Receivable. 

Olhcrs^  Notes  out  aqainst  us  (/.  e.,  what  we  owe  for  which  others 
hold  Our  Notes),  by  arranging  all  such  notes  issued  and 
those  of  them  which  we  afterwards  redeem,  under  the 
head  of  Bills  Payable. 
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fVhat  is  ficivfj  to  ns  or  by  us  for  which  tw  notes  have  been  received 
or  given  by  us,  by  arranging  the  value  the  jxjrson  re- 
ceives from  us,  and  delivers  to  us,  under  his  name,  as 

John  Jones. 

The  Gain  or  Loss  on  the  Sale  of  Goods,  by  arranging  what  they 
cost  and   what  they  are  sold  for,  under  the  head  of 

Merchandise. 

Tlie  Expenses  of  the  Business,  by  arranging  the  various  outlays 
for  rei>t,  fuel,  gas,  taxes,  stationery,  &c.,  under  the  head 
of  Expense. 


CHAPTER  IV. 


EXAMPLES   OF   ACCOUNTS. 


The  student  is  reminded  that  when  we  receive  anything, 
atj  Cash,  Others'  Notes,  Our  Notes,  Mdse,  <fec.,  an  entry  must 
be  made  on  the  Dr.  side  of  the  account  representing  the  par- 
ticular kind  of  thing  received,  and  when  we  part  with  any  of 
these  things,  an  entry  must  be  made  on  the  Cr.  side. 

When  a  person  receives  value  from  us  without  giving  us 
an  equivalent,  we  must  debit  his  account ;  when  he  delivers 
value  to  us  without  receiving  an  equivalent  from  us,  we  must 
credit  his  account. 

If  Robert  Smith  buys  goods  from  us,  it  does  not  matter,  so 
far  as  the  statement  of  the  fact  is  concerned,  whether  we  say 
"  Robert  Smith  has  bought  goods  from  us,"  or  "  We  have  sold 
goods  to  Robert  Smith."  In  the  first  expression  our  attention 
is  more  particularly  directed  to  Robert  Smith's  part  in  the  trans 
action — what  he  has  done ;  in  the  second,  to  our  part  in  th«i 
transaction — what  we  have  done.  And  it  will  very  much 
conduce  to  a  clear  understanding  of  the  application  of  the  terms 
Dr.  and  Cr.  to  accounts  representing  things,  if,  when  we  are 
dealing  with  one  of  these  accounts,  we  consider  mainly  our 
part  in  the  transaction,  as  receiving  or  giving  ;  and  when  we 
are  dealing  with  a  personal  account,  as  Robert  Smith,  we  consi- 
der mainly  his  part  in  the  transaction,  as  receiving  or  giving. 
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ITEMS  FOR  A  CASH  ACCOUNT. 


June  Ist,  1876,  Cash  in  hand  $500.  2nd,  Bought  Mdsefor 
cash,  $300.  3rd,  Received  cash  from  Abel  Adams  on  acct., 
$80.  5th,  Sold  Mdse  for  cash,  $120.  6th,  Paid  for  sundry 
expenses,  $50.  7th,  Received  cash  from  Benjamin  Bond,  in 
payment  of  his  note,  $100.  8th,  Paid  cash  to  James  Heaton 
for  our  note,  $130.  9th,  Borrowed  from  Charles  Coleman, 
$150.     10th,  Paid  Daniel  Dunn  on  acct.,  $400. 

Required  amount  of  Cash  on  hand. 


EXPLANATION. 


Dr. 

Cash  in  hand. 

All  Cash  afterward 

received. 


Cash. 


{ 


All  Cash  paid. 


The  difference  between  the  two  sides  will  show  Cash  in 
hand. 


'i. 


W€l6n, 


I. 


Qy'n  nana 
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00 
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00 

3 

&ieceiitea 
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00 
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00 
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00 
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^^/o 
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JO 

00 

fJO 

(j50 

00 

■  1                  1 

ITEMS   FOR   AN    ACCOUNT   OF  OTHERS'    NOTES. 


1876,  June  1,  We  have  on  hand  Frank  Ford's  note  for 
$350.  2,  Received  George  Gunn's  note  for  goods  sold  him, 
$280.     3,  Got  F.  Ford's  note  discounted,  $350.     5,  Received 
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II«'nry  Tliint's  iiot»^  at  oiu*  month  for  balance  of  his  acct.,  !?1."»0. 
n,  Solil  t^'oods  to  Isaac  Inman  on  his  note  $120.  July  8, 
Henry  Hunt  has  paid  liis  note  of  June  5,  $130. 

R«.'(iuireJ  how  uiuch  is  owing  to  us  on  Others'  Notes, 


PLAN. 


Cr. 


Dr.  )  ( 

Others'Notesinhand.  f  Bills  ) 

"        "  after-  f  Receivable,  j     Others'  Notes  dis- 

ward  received.        )  \  posed  of. 

The  difference  shows  Others'  Notes  in  hand. 

Ml. 


oJiuh  (^Mrccftfff/f/e. 


U, 
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3J0 
/3C 

00 
00 
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./-iunc  3\ 

ui  nana 
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00 

^ 

/20 
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1 
00^ 

4^0 
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00 
00 

_.  _. 

^^0 

00 

\  — 
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ITEMS    FOR    AN    ACCOUNT    OF    OUR    OWN    NOTES. 

June  1,  1876,  Note  outstanding,  favor  of  John  Jones, 
$200.  2,  Gave  our  note  to  John  Lord  for  goods  bought,  $350. 
3,  Accepted  Charles  Coleman's  draft  on  us  at  two  months,  for 
balance  of  account,  $190.  5,  Paid  Cash  to  John  Jones  for  our 
note,  $200.  6,  Bought  goods  on  our  note  from  Mark  Main, 
$270.  Aug.  G,  Paid  our  acce])tance,  favor  of  C.  Coleman, 
$190.     Required  amount  of  Our  Notes  outstanding. 


PLAN. 


Dr. 

Our  Notes  redeemed 


Cr. 


Bills         J  OurNotes outstanding 
Payable.      )  Our  Notes  afterward 
(  issued. 

The  difference  shows  Our  Notes  outstanding. 
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ITEMS   FOR  A   PERSONAL  ACCOUNT. 

1S76,  June  1.  Nathan  Newton  owes  us  $150.  2,  Sold  him 
goodr  on  account,  $200.  3,  Received  cash  from  him  on  account, 
$100.  5,  Sold  him  goods,  $320.  C,  Bought  goods  from  him, 
$260. 

Is  N.  Newton  our  Dr.  or  Cr.,  and  for  how  much? 


Cr. 


PLAN. 

Dr.  ) 

The  value  N.  Newton  V  N.  Newton.  ^  The  value  N.  Newton 

receives  from  us.      )  (        delivers  to  us. 

The  difference  shows  how  much  he  owes  us,  or  we  owe  him, 
as  the  case  may  be. 
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SECOxND   EXAMPLE. 


1876,  June  1.  We  owe  Oliver  Owen,  $500;  2,  Bought 
goods  from  liim,  $200 ;  3,  Paid  him  CRvsh,  $300  ;  5,  Borrowed 
from  him,  $150;  G,  Paid  him  cash,  $270. 

Is  Oliver  Owen  our  Dr.  or  Cr.,  and  for  how  much  ? 
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ITEMS    FOR   AN   ACCOUNT   OF  THE  GOODS   WE  DEAL   IN. 

1876,  June  1.     Value  of  goods  on  hand,  $1500  ;  2,  Boughfe 
Flour  for  cash,  $380  ;  3,  Sold  Flour  to  Samuel  Smith  on  ac 
count,  $G90 ;  5,  Bought  butter  from  Robert  Ridgway  on  our 
note,   $670  ;  6,  Sold   butter  to  Thomas  Turner  on   his  note> 
$480  ;  7,  Sold  remainder  of  goods  by  auction,  $1600. 

Required  the  gain  or  loss. 


!    "i 


PLAN. 


Dr.  Cr. 

Cost  of  goods  on  hand.  \  m/rpppv,   ^     j^  What  they  sold  for 
Cost  of  goods  bought  >         , .  ~  ,  Vahie  of  goods  on  ] 

I        ^^^^-         (      (if  any). 


hand 


sutce. 


The  ditfercnce  will  show  gain  or  loss^  as  the  case  may  be. 
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SECOND   EXAMPLE. 

1876,  June  8.  Goods  on  hand,  $800  ;  9,  Sold  goods  for 
cash,  $300  ;  10.  Sold  goods  to  James  Smith  on  his  note,  $200  ; 
12,  Bought  goods  from  Charles  Adin,  $1200;  13,  Sold  goods 
to  John  Brown  on  account,  $400  ;  14,  Goods  remaining  worth 
$1000. 

Required  the  gain  or  loss. 
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ITEMS  FOR   AN    ACCUUNT   UF   INCIDENTAL    EXPENSES. 

1876,  June   1.  Bought  stationery,   SI  5  ;    30,  Paid  Clerk's 
salary,  $iO  ;  Paid  rent,  $30 ;  Paid  gas  bill,  $6  ;  Paid  taxes,  $4. 
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Having  laid  down  the  general  principle  that  an  entry  on  the 
Dr.  side  of  an  account  in  the  name  of  a  tiling  as  merchandist, 
indicates  that  we  have  received  the  particular  kind  of  thing 
represented  by  the  name  of  the  account,  the  pupil  may  be  led  tt> 
think  the  principle  at  fault  in  the  case  of  Expense  Acct.     It 
is,  however,  true,  that  every  entry  on  the  Dr.  side  of  this  ac- 
count indicates  something  received  by  us.       In  the  case  of 
stationery  and  gas  there  can  be  no  question.     We  received  the 
Clerk's  services  for  the  salary  paid.     We  received  use  or 
occupation  of  premises  for  the  rent  paid.   We  leceived  cer- 
tain civic  privilegejs  for  the  taxes  paid.     And  if  we  choose 
to  represent  all  such  tilings  received  by  the  word  Expense,  then 
the  principle  holds  good  in  this  case,  viz.,  that  an  entry  on  the 
Dr.  side  of  Expense  Acct.  indicates  something  received 
necessary  for  the  conducting  of  the  business. 
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CHAPTER  V. 


EXAMPLE   OF   CONNECTED    ACCOUNTS. 
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The  pupil  can  hardly  fail  to  see  how  much  the  practice  of 
Book-keeping  depends  upon  a  knowledge  of  the  nature  and 
objects  of  accounts.  Book  keeping  may,  indeed,  be  called 
Account-keeping,  and  the  book-keeper  himself  an  accmintaut. 

In  the  examples  of  the  various  accounts  in  the  preceding 
chapter,  there  was  no  mutual  dependence  of  one  account  upou 
another.  "VVe  purpose  now  to  give  a  series  of  connected  trans- 
actions, which  will,  of  course,  give  a  series  of  connected 
accounts,  from  which,  when  completed,  may  be  derived  cer- 
tain definite  results,  showing  the  Assets  and  Liabilities,  the 
Gains  and  Losses,  of  the  business ;  and  through  them,  its 
financial  position. 

MEMORANDA  OF  TRANSACTIONS. 

1876. 

June  1.  Invested  iu  the  business  $  15  00 

2.  Bought  goods  from  Abel  Bond    800  00 

3.  Bought  stationery  for  use,  from  Chas.  Dunn       10  00 
5.  Sold  goods  to  George  Hunt 200  00 

'     6.  Sold  goods  to  Edward  Forbes 100  00 

7.  Keeeived  cash  from  George  Hunt,  on  account  150  00 

8.  Paid  cash  to  Abel  Bond,  on  account  140  00 

9.  Received  cash  from  Edw'd  Forbes,  on  account  80  00 
10.  Sold  goods  to  Edward  Forbes 400  00 

12.  Gave  my  note  to  Abel  Bond,  on  account   ...  300  00 

13.  Sold  goods  to  George  Hunt 260  00 

14.  Received  from  Edw'd  Foi-bes  his  note  on  acct.  250  00 

15.  Bought  goods  from  Abel  Bond    1000  00 

16.  Sold  goods  to  Edward  Forbes GOO  00 

17.  Received  cash  from  Edward  Forbes,  on  acct.  100  00 

19.  Received  from  George  Hunt  his  note  on  acct.  200  00 

20.  Received  cash  from  Edward  Forbes,  on  ucct.  500  00 

21.  Gave  my  note  to  Abel  Bond,  on  account    ...  500  00 

22.  Paid  cash  to  Abel  Bond,  on  iiccount  COO  00 

23.  Due  to  Mark  Newton,  for  rent    40  00 

Value  of  mdse  unsold,  as  found  by  takin;j[ 

stock,  June  24th,  1870,  $('.50. 
Required  the  net  worth  on  tlic  24tli  of  June. 
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The  instructions  alieady  given  with  each  account  as  to  the 
kinds  of  entries  made,  are  here  arranged  in  a  tabular  form, 
which  will  be  found  very  convenient,  both  for  study  and 
reference. 


Dr.  Entries. 

1 
Accounts. 

Cr.  Entries. 

Differences. 

Withdrawals. 

Capital. 

Investments. 

Paid. 

Others'  notes 
disposed  of. 

Our  notes  is- 
sued. 

Value  he  has 
deliv'd  to  us. 

Returns. 
Returns. 

Received. 

Others'      notes 
received. 

Our    notes   re- 
deemed. 

Value  he  has  re- 
ceived from  us. 

Cash. 

BillsReceiv- 
able. 

Bills     Pay- 
able. 

Abel  Bond. 

Cash  in  hand 
Others'notes 

in  hand. 
Our  notes 
outstanding. 

/What  he 
J      owes  us, 

j  Or,  We  owe 

(     him. 

Cost. 
Cost. 

Merchan- 
dise. 
Expense. 

Gain  or  Loss. 
Loss, 

The  pupil  will  observe  one  account  in  the  Table  which  we 
have  not  mentioned  before,  namely,  Capital  Account.  It  is 
more  frequently  called  Stock,  and  sometimes,  by  the  Pro- 
prietor's Name.  In  this  exercise  the  pupil  is  directed  to 
call  it  by  his  own  name,  considering  himself  as  the  proprietor. 
He  will  treat  it  like  that  of  any  outside  party,  crediting  it 
when  he  puts  anything  into  the  business,  and  debiting  it  when 
he  gets  anything  out  of  the  business. 

He  will  make  out  the  necessary  accounts  on  a  sheet  of  paper, 
and  compare  his  work  with  that  in  the  book  afterwards.  There 
are  two  ways  in  which  he  can  do  the  work,  and  we  would 
advise  him  to  do  it  in  both.  He  can  take  one  account — say 
Cash — and,  picking  out  all  the  cash  received  and  paid,  finish 
it.  Tako  another,  and  finish  it  in  the  same  way.  Or,  he  can 
write  the  headings  for  all  the  accounts,  and  then  taking  the 
first  entry  in  the  Memoranda,  enter  $15  on  the  Dr.  side  of 
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Ca^i,  and  the  same  amount  on  the  Cr.  side  of  tho  account 
be^mg  his  own  name.     Then  take  the  second  and  enter  S 
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Tlie  dosing  entries  in  the  preceding  set  of  accounts  will 
each  represent  one  of  four  tilings — an  Asset,  a  Liability,  a 
Gain,  or  a  Loss — and  furnish  the  pupil  with  the  two  classes 
of  data  for  the  estimation  of  his  Finanrial  Position  on  the  24th 
of  June.  Ii<'t  hinn  first  nial<e  out  a  statement  of  his  Assets  and 
Liabilities,  'i'he  numbers  refer  to  the  particular  accounts  in 
the  set. 
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Next,   take  the  Gains  and  Losses  in   connection  with  the 
Capital  at  the  beginning. 
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Tlie  accoiuit,  No.  6,  in  the  name  of  the  pupil  couM  not  ht» 
closed  until  the  Net  Gain  or  Net  Loss,  as  the  case  may  he,  had 
been  ascertained.  The  first  entry  is  intended  to  show  how 
much  he  put  into  the  business,  that  is,  the  Financial  Posi- 
tion at  the  beginning  of  the  period  under  consideration  ;  ancti 
the  last  or  closing  entry,  the  Financial  Position  at  the  end. 
The  former  is  already  shown.  To  show  the  latter,  if  there  ha^' 
been  a  net  gain,  it  must  be  entered  on  the  credit  side,  thus- 
increasing  the  Original  Capital ;  if  there  has  been  a  net  loss,  it 
must  be  entered  on  the  debit  side,  thus  lessening  the  Original 
Capital.  The  difference  between  the  two  sides  will  then  show 
the  Net  Capital  at  the  end  of  the  period.  The  result  of  the 
business  in  this  case  has  been  a  net  gain  of  $360.  The  account 
when  closed  will,  therefore,  appear  as  follows  : — 
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The  pupil  will  see  that  in  finding  his  Net  Capital  from  the 
second  class  of  data,  not  one  of  the  first  class  was  required, 
except  that  of  the  unsold  merchandise.  This,  of  course,  was 
necessary  in  order  to  find  the  gross  gain  from  sales.  He  had 
no  need  to  know  the  cash  in  hand,  nor  the  notes  outstanding, 
nor  what  was  owing  to  him,  or  by  him,  on  account. 

He  will  also  notice  that  the  latter  mode  is  much   i^horte,. 
than  the  former.     If  he  had  done  business  with  five  hundred 
persons  instead  of  five,  as  above,  the  first  method  would  have 
been  materially  lengthened,  while  the  same  three  accounts  would 
still  have  sufficed  for  the  second  method. 

As  the  same  result — the  Net  Capital — is  obtained  from  tw 
different  classes  of  accounts  so  very  nearly  independent  of  each 
other,  a  stroncr  proof  is  afforded  of  the  accuracy  of  thfi  woi'Kv 
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Tn  tbt'  snnio  w.vy.  any  scrips  of  coniKH'b'd  l^iisines.s  transac- 
tiniis  will  tiiriiish  iiiatcriul  for  accounts  wliich  will  show,  in  tho 
(liUcn-iUM'  of  tlu'ir  si(l«'s,  tlic  two  (;lassos  of  data  necessary  for 
a  double  statement  of  the  financial  position  at  the  end  of  the 
]>»'iio(l  eni^ra<'«'d  hy  those  transactions.  Let  the  student  not 
leave  this  exercise  until  he  thorou<^dily  conipn'hends  every  part 
of  it. 

In  working  out  the  preceding  exercise,  the  i>upil  must  have 
noticed 

I.   That  for  every  transaction,  he  made  an  entry   in   two 
accounts. 

II.  That  these  entries  were  on  ooposite  sides. 
III.  That  they  weic  equal  in  amount. 
For  example,  the  statement,  .lune  1st,  of  the  investment, 
gave  an  entry  on  the  Ci.  side  of  the  account  in  his  own  name, 
and  one  on  Dr.  side  of  Cash  to  the  same  amount.  The  pur- 
chase of  goods  from  Ahel  r»ond,  on  the  2nd,  gave  an  entry  on 
the  Dr.  side  of  Mdse,  and  one  on  the  Cr.  side  of  Abel  Bond's 
acctiunt  to  the  same  amount.  He  has,  indeed  (aud,  perhaps, 
without  knowing  it),  been  making  a  Double  P.ntry  Ledger. 

Now,  in  tlu'  particular  exercise  here  given,  as  all  the  trans- 
actions are  on  credit,  one  of  the  entries  in'each  case  was  neces- 
sarily in  a  personal  account,  and  the  other  in  an  account 
representing  a  thing.  Common  sense  will  tell  him  he  can- 
not dispense  with  the  entries  in  the  personal  accounts  ;  he 
may  (though  ho  had  better  not)  dispense  with  the  entries  in 
the  accounts  representing  tilings.  Had  he  done  so,  he  would 
have  had  a  Single  Kntry  Ledger. 

Tf  he  will  turn  to  the  o[)enings  containing  the  accounts  (page 
22-25),  he  will  find  them  arranged  so  as  to  assist  him  in  under- 
standing the  ditference  between  the  two  methods.  The  second 
opening,  taken  alone,  is  Single  Entry  ;  both  openings,  taken 
together,  constituti;  Double  Entry.  Tn  the  former,  he  debits 
and  credits  only  persons  ;  iu  the  Letter,  he  debits  and  credits 
both  persons  and  things.  An  i  by  "things,"  we  mean 
not  only  material,  tangible  things,  such  as  cash,  merchan- 
dise, notes,  but  also  any  accommodation  or  advantage 
to  which,  in  business,  a  money  value  is  attached,  as  use  of  money 
(interest  or  discount),  occupation  of  premises  (rent),  services  of 
clerics  (wages),  kc. 

The  learner  will  have  antici]»ated  the  definition  of  the  book 
called  the  Ledger.  liesi<les  this,  othei'  books  are  used,  of  which 
he  will  be  shortly  informed  ;  but  the  Ledger  is  the  principal 
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hook,  nil  otliors  hriii^  for  (Muivoiiirncf;,  ami  sii)>Ri<Iiary  to  it. 
It  is  tilt!  b(H»k  ill  which  all  ihr  tran.sa«ti(Uis  an-  classilicd  in  the 
form  of  accounts.  A  l»t'tt«'r  siiii^le  u:\mv  could  not,  per- 
hajis.  have  bfcii  chost-n  for  it..  It  is  derived  from  the  Latin 
verb  letjcre,  to  lay  or  {)ut  together,  to  collect,  to  })ick  out. 

We  art^  about  to  introduce  the  pu[)il  to  Single  Entry  Hook- 
keeping,  but  we  are  anxious  to  impre.s.s  upo!i  his  mind  from  the 
very  beginning,  the  undoubtiMl  superi(»rity  of  J)ouble  Entry. 
Let  him  not  for.rct  that  the  ultiinate  aim  of  a  set  of  books 
ig  to  show  at  any  time  the  financial  condition  of  the  busi- 
ness, and  that  this  can  be  shown  in  two  ways  :— 

L  From  a  comparison  of  the  Assets  and  Liabilities  at  the 
time. 

n.  From  the  Capital  at  a  former  period,  and  the  net  gain 
or  net  loss  since. 

And  that  Double  Entry  (as  he  has  seen)  furnishes  these 
two  classes  of  data. 

Bearing  this  in  mind,  he  will  be  able,  as  he  progresses,  to 
institute  a  comparison  between  Single  and  Double  Entry,  and 
will  probably  discover  in  the  end  that  the  labor  required  in 
the  former,  as  commonly  practised,  is  so  nearly  etpial  to  that 
required  in  the  most  approvfd  modern  forms  of  the  latter,  that 
business  men  might  wvA\  atfoiil  lo  give  the  little  extra  labor 
necessary  to  make  it  such,  and  thus  realize  all  the  advantages 
it  oifers. 


(page 
nider- 
econd 
taken 
[leV)its 
redits 


book 
diich 
lipal 


QUESTIONS  FOR  REVIEW. 

What  is  meant  by  selling  goods  on  credit  ?     What  arrangements  may 
be  made  as  to  payment?     VVrite  a    I'romiasory   Note.      Write  a  Draft. 
What  must  be  done  to  a  Draft  to  make  it  a  pronuHP  to  pay  ^     In  what 
respect  do  a  Promissory   Note  and  Draft  (Kjrt'f,  and  in  what  do  tiicy 
diffi'f  f     How  may  debts  owing  to  us  be   naturally  divided?     How  may 
the  debts  we  owe  be  divided  ?     What  is  the  ultimate  object  of   Book- 
keeping ?     Knowing  a  trader's  Assets  and  l.iabilities,  how  would  we  find 
his  Financial  position?     Knowing  his  original  Capital,   and   his  (iains 
and  I^osses  since,  how  would  we  find  it?     Of  what  do  a  tra<ler's  Assets 
or  Resources  usually  consist  ?     If  a  business  is  pronpering,  how  are  the 
Assets  and  Liabilities  varying  in  respect  of  each  other?     \Vhat  is  meant 
by  an  Account?     Ex])lain  the  /'a/v//  of  account  commonly  adojjted.     To 
what  do  the  terms  Dr.   and  (Jr.    prim      'y  apply  ?     Which   side   of  an 
account  is  called  the  Dr.,  and  which  the  ( 'r.  side?     What  idea,   in  con- 
nection with  the  name   of  an  account,   is  associated  with  the   Dr.   side, 
and  what  with  the  Cr.   side?     What  docs   "Cash    Dr."   mean?     What 
does  "  .John  Jones  Dr."  mean  ?     What  does   "  Cash  O."  mean  ?     What 
does  "  .lohn  .lones  Cr. "  mean  ?     I'xplain  how  the  Cash  which  omjlit  U, 
be  in  hand  is  found.     Explain  how  what  is  owing  to  us  on  Others'  Notes 
is  found.      F]xi)liiiu  how  what  we  owe  on  Our  Notes  is  found.      IOxj»iain 
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how  what  is  owing  us,  or  what  we  owe  others,  when  no  notes  have  been 
received  or  given,  is  found.  Explain  how  the  Gain  or  Loss  on  mer- 
chandise is  found.  In  the  example  of  connected  accounts,  how  often  is 
each  fact  stated  ?  What  name  is  given  to  the  book  containing  such  a 
collection  of  accounts  ?  If  we  call  ourselves  the  First  Party,  and  the 
person  we  are  doing  business  with  the  Second  Party,  whose  part  in  the 
transaction  do  we  mainh/  consider  in  a  personal  account,  and  whose  in  a 
tioti-permnal  account  ?  Which  of  these  accounts,  taken  alone,  constitute 
Single  Entry  ?    Which  constitute  Double  Entry  ? 


CHAPTER  VI. 

miltODUCTORY  REMARKS  TO  SINGLE  ENTRY. 

In  Single  Entry,  the  Ledger  contains  accounts  only  for 
persons.  The  transactions  which  affect  any  persons  in  their 
relation  to  us  as  Dr.  or  Cr.  may  be  entered  at  once  in  the 
Ledger,  or  they  may  first  be  entered  in  a  book  called  the  Day 
Book,  and  afterwards,  at  convenience,  transferred  to  the 
Ledger, 

If  James  Smith  sells  to  John  Brown,  July  1st,  1876,  one 
felt  hat  on  credit,  for  $3,  he  may  enter  as  follows ; — 

DAY  BOOK. 


Jluf^  /.       /oAn  %Bicutn 


i£fo  Citf  /(U  /taf 
LEDGER. 


03    00 


L 


/<//>/  iS/)  '({if fin. 


m. 


ci/fl   cur    fien 
AeU 


Or,  he  may  dispense  with  the  Day  Book,  and  use  only  the 
Ledger. 
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John  Brown  in  his  books  would  write  as  follows  : — 


DAY    BOOK. 


%OU    Oftf 


feft  /iul 


/j   00 


LEDGER. 


one 


n. 


the 


L 


^otme-i  drmeM. 


m> 


/ 


iiat 


00 


Or,  he  may  dispense  with  the  Day  Book,  and  use  only  the 
Ledger. 

We  have  here  used  the  preposition  "  To  "  in  the  debit  entry, 

and  "By"  in  the  credit  entry,  out  of  deference  to  custom. 

I         Some  do  not  use  them.     And  certainly  John  Brown  is  not 

i         Dr.  to  the  Hat,  but  to  us  fw  the  Hat.     Indeed,  the  word 

^         "  for  "  would,  in  general,  better  express  the  meaning,  if  it  be 

>         thought  necessary  to  use  any  word  at  all. 

J  The  following  examples  will  further  illustrate  the  mode  of 

■^        entering  transactions  in  the  books  of  both  debtor  and  creditor, 

with  which  the  pupil  should  become  familiar  before  progressing 

further.     For  this  purpose  separate  sheets  of  paper,    ruled  by 

the  pupil,  should  be  used.      Let  the  pupil  write  the  transactions 

on  one  page,  numbering  them,  and  make  the  proper  entries  on 

another,  with  their  corresponding  numbers  and  correct  dates, 

as  m  the  following  examples.     The  pupil  should  be  required 

to  write  out  a  number  of  transactions,   in  addition  to  those 

given  in  the  book,  and  after  having  studied  them  cairfully,  be 

prepared  in  recitation  to  give  the  entries  on  the  blackboard. 

The  learner  should,  from  the  first,  invariably  compute  the 
value  of  all  articles  bought  or  sold,  whether  the  calculations 
are  made  in  the  book  or  not.  It  would  be  to  his  advantage  to 
uo  this  m  studying  any  treatise  on  Book-keeping.  But  in  the 
use  of  this  work  it  becomes  absolutely  necessary ;  for  transac- 
tions are  soon  introduced  where  such  computations  are  un- 
avoidable. 
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IIANSACTIONS     TO     I'.K     RKCORDED    IN    THE    BOOKS    OF    BolH 
TJlh:   BUYER   AND   SELLER. 


Transaction  1.— January  2nd,  1877. 

John  Brown  buys  of  James  Smith  one  felt  hat,  for  which  he 
agrees  to  pay  him  three  dollars. 

John  Brown  is  the  debtor,  because  he  is  the  receiver,  James 
Smith  is  the  creditor,  because  he  is  the  giver. 


Transaction  2.— January  3rd,  1877. 

Wm,  Jones  sells  to  Peter  West  one  pair  of  boots,  for  which 
he  is  to  pay  him  five  dollars. 

Peter  West  is  the  debtor,  because  he  is  the  receiver,  Wm. 
Jones  is  the  creditor,  because  he  is  the  giver  or  seller. 


Transaction  3.— January  4th,  1877. 

Robert  North  sells  to  George  South  four  reams  of  paper,  for 
which  he  is  to  pay  twelve  dollars. 

George  South  is  the  debtor,  because  he  is  the  receiver. 
Robert  North  is  the  creditor,  because  he  is  the  giver. 


Transaction  4. — January  5th,  1877. 

B.  M.  Norman  buys  of  J.  B.  Graham  one  overcoat,  for  which 
he  is  to  pay  twenty  dollars. 

B.  M.  Norman  is  the  debtor,  because  he;  is  the  receiver.  J« 
B.  Graham  is  the  creditor,  because  he  is  the  giver  or  seller. 
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BOTH 

lich  he 
James 


MODE  OF  ENTERING   THE   FOREGOING  TRANSACTIONS. 


which 
Wm. 


iper,  for 


h'ceiver. 


hich 


)f  w 


iver.     J« 
^llcr. 


I 


No.  1. 

^W- 

James  Smith  enters  in  his  book — 

m      t 

2 

&fo  mi€  uu  ncU 

John  Brown  enters  in  his  book — 

Bl 

3 

00 

^H. 

2 

e^y-  one  /eU  not 

1 

3 

00 

No.  2. 

Wm.  Jones  writes  in  his  book — 

,A»- 

3 

'^fM  Wt^ 

§)i. 

&o  one  AaU  of  voois 

J 

00 

Peter  West  writes  in  his  book — 

,^' 

3 

^y^  owe  AcuA  o/  04X>U 

%. 

J 

00 

No.  3. 

Robert  North  writes  in  his  book — 

s^' 

4- 

&o  /j€a  ieanU  o/ koAei  at  $3 

George  South  writes  in  his  book — 

^l. 

/2 

00 

^^m. 

4 

Mc^t  q//ouA 

?i. 

eo^  jfoui  ieanui  of  /laJiek  cU  p6 

42 

00 

No.  4. 

J.  B.  Graham  enters  in  his  book — 

Jan. 

J 

a^.   6/^  oAotntan 

Bi. 

&o  one  &u€ieO€U 

20 

00 

B.  M.  Norman  enters  in  his  book— 

Jan. 

J 

SB^  one  otieUioai 

^i. 

20 

00 
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SINGLE  ENTEY. 


INSTRUCTIONS.— SET  I. 


•I  1:' 


'!     !    ' 


The  most  simple  form  of  keeping  accounts  is  presented  in 
this  set.  It  is  well  adapted  for  mechanics  and  others  whose 
business  transactions  are  very  limited.  Only  one  book  is  used, 
the  Ledger,  and  the  transactions  are  entered  directly  in  it  without 
the  intervention  of  a  Day  Book.  The  space  to  be  appropriated 
for  any  account,  in  actual  business,  will  be  greater  or  less  ac- 
cording to  the  extent  of  the  person's  dealings.  Open  only  one 
account  on  each  page  in  this  set,  as  there  are  but  few  persons 
with  whom  you  have  dealings  and  the  accounts  are  long.  The. 
name  of  the  person  should  be  written  in  a  fair  bold  hand,  so 
that  it  may  b*'  readily  seen  when  turning  the  leaves,  and 
easily  distinguisiied  from  th«  other  writing.  Over  the  doubhi 
money  columns  to  the  right  of  the  page,  write  "Dr."  and 
"  Cr.,"  to  show  where  the  amounts  of  the  items  are  to  be  placed. 

In  writing  up  this  set,  first  read  the  narrative  of  transac- 
tions, and  write  each  entry  in  its  proper  account,  in  the  order 
of  its  date. 

The  first  transaction  to  be  entered  is  the  purchase  of  iron 
and  coal,  from  John  Smith,  on  the  2nd  of  September,  Open 
an  account  for  John  Smith  by  placing  his  name  in  a  large  bold 
hand  at  the  top  of  the  page,  and  over  the  double  money 
columns  to  the  right,  place  "  Dr."  and  "  Cr.,"  as  directed  above  ; 
then  enter  to  his  Cr.  the  items  purchased  from  him.  Next 
open  an  account  for  William  West,  and  enter,  to  the  Dr.  side, 
the  work  done  for  him  ;  then  open  Thomas  Brown's  account, 
and  charge  him  with  the  work  done  on  the  3rd,  and  so  on, 
making  all  the  entries  of  one  day  before  making  any  of  the 
succeeding  day.  In  making  the  entries,  first  write  the  date  on 
the  left,  then  the  item,  and  lastly  the  amount  in  its  proper 
column.  The  word  "To"  is  prefixed  to  the  items  for  which 
the  accounts  are  debited,  and-  the  word  "  By "  to  those  tor 
which  the  accounts  are  credited.  Great  care  should  be  takec 
to  avoid  placing  the  amounts  in  the  wrong  columns. 

Before  closing  the  Ledger,  which  should  be  done  at  stated 
periods,  every  transaction  that  will  affect  any  account  should  be 
entered,  and  settlements  effected  as  far  as  practicable.     This 
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(lone,  add  tlir  amounts  tliat  are  in  the  cohinins  of  tht^  diirt'ient 
accounts — such  as  Wm.  West's,  and  others  that  lia\  e  the  foot- 
ings of  the  Dr.  and  Cr.  columns  equal,  rule  off,  and  place  the 
footings  as  shown  in  the  account.  If  one  side  of  the  account  is 
larger  than  the  other,  as  shown  by  John  Smith's-  account,  find 
the  difference  between  the  two  sides,  write  the  date  of  closing, 
and  say,  as  the  case  may  be,  "  To  "  or  "  By  "  balance,  and  place 
the  difference  or  balance  on  the  smaller  side. 

After  the  Ledger  is  closed,  make  out  the  statement.  This  is 
a  very  important  part  of  book-keeping,  as  it  shows  the  results 
of  the  business  and  the  general  condition  of  affairs.  The  state- 
ments should  contain  a  list  of  all  property  belonging  to  the 
business,  a  list  of  all  accounts  against  others,  and  also  a  list  of 
all  debts  owing  to  others. 

In  subsequent  sets  the  statements  will  include  a  greater 
variety  of  accounts. 
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u 


n 


« 


« 


(I 


Sep.  Ist.   Rented  the  shop  and  tools  of  John  Smith,  at  ninety- 
six  dollars  per  year,  for  the  purpose  of  carrying  on 
the  business  of  a  blacksmith. 
2nd.  Bought  of  John  Smith,  on  one  year's  credit,  his  stock 
of  iron  and  coal — 5000  lbs.  iron  at  5c.  and  5  tons 
coal  at  $8— $290. 
"     Shod  2  horses  all  around,  for  Wm.   West,  $1 ;  re- 
paired his  waggon  and  set  1  tire,  $2.20. 
3rd.  Made  1  large  clevis  for  Thomas  Brown,  $1 .25  ;  mended 
2  barn  hinges,  30c. ;  and  tempered  crow-bar,  20c. 
Mended  trace  chain  for  George  Weaver,  30c.  ;  shod 
1  horse  (fore  feet),  50c. ;    set  waggon    tire,   $1  ; 
ironed  neck  yoke,  $1. 
Mended  log  chain  for  John  Smith,  2  new  links,  40c.  ; 
sharpened  and  set  4  shoes,  75c. ;  sharpened  coulter, 
25c.  ;  1  pair  small  clevises,  $1. 
Received  from  Wm.  West  5  bush,  potatoes,  at  40c.  ; 
4  lbs.  butter,  at  25c.  ;  10  lbs.  cheese,  at  10c. 
"     Repaired  tilough  for  John  Smith,  $1  ;  rod  for  same, 
20c. ;  2  bolts,  35c.  ;  1  clevis,  50c. 
8th.  Ironed    1  bucket  for  Thomas   Brown,  $1.25  ;   shod 
colt,  4  new  shoes,  $1  ;  tempered  drill  and  pick-uxf, 
25c. ;  and  ironed  whifftetrees,  50c. 
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Sep.    9th.  Ironed  waggon  for  George  Weaver,  $15.25  ;  mended 
shovel,  20c.  ;  and  repaired  sulky,  $2.20. 
10th.  Keceived  from  Thomas  Brown  1  turkey,  $1 ;  1  load 
wood,   $2.      Shod  his  horses  all   around,  4  new 
shoes,  $1.50  ;  sold  him  4  hooks  and  staples,  at  16c.; 

1  iron  wedge,  75c. 
12th.  Repaired  drag  for  John  Smith,  2  new  bands,  50c. ; 

ironed  neck-yoke,  $1  ;  ironed  whiffletrees,  $1.50. 
Received  from  George  Weaver  5  doz.  eggs,  at  15c.  :  \ 
bags  apples,  at  40c. ;  1  quarter  lamb,  15  lbs.,  at  lOc 
Mended  waggon  box  for  Wm.  West,  $1.25  j  shar}) 
ened  15  drag  teeth,  at  5c. ;  4  new  links  for  tract 
chain,  at  15c. 

Sold  John  Smith  40  lbs.  gate  hinges,  at  15c. ;  10 
lbs.  bolts,  at  12|^c. 

Repaired  buggy  shaft  for  Wm.  West,  50c. ;  set  2 
shoes,  25c. ;  mended  shovel,  25c. 
Sharpened  and  set  two  shoes  for  George  Weaver. 
35c.  ;  repaired  cultivator,  $1.25  ;  sold  him  1  large 
clevis,  $1.20. 
16th.  Mended  shovel  for  Thomas  Brown,  20c.  ;  sold  him 

2  bands  for  harrow,  50c. ;  and  set  two  shoes  (colt's 
fore  feet),  25c. 

Received  from  Wm.  West  1  brace  chickens,  50c. ; 

4  bush,  potatoes,  30c. 
Repaired  buggy  for  John  Smith,  $3.20. 
Received  from  Thomas  Brown,  on  account,  5  lbs, 

butter,  at  20c. ;  4  bush,  apples,  at  25c. 
Received  from  George  Weaver,  on  account,  |  ton 

hay,  $6.25  ;  1  bbl.  flour,  $5.50. 
Repaired   ox-yoke  and  chain  for  Thomas  Brown, 

$1.80  ;  and  set  two  shoes,  25c. 
55th.  Sold  George  Weaver  4  strap   hinges,    at   25c. ; 

clevis,  75c. ;  1  hook  and  staple,  15c. 
Received  from  Wm.  West  cash  in  full  of  accoun 

$1.10. 

Sold  Thomas  Brown  1  pair  buggy  springs,  S6.50. 

Received  from  George  Weaver  cash,  in  fui]   of  ac 

count,  $9.55. 

Ironed  lumber  waggon  for  John  Smith,  $14.40 
Received  from  Thomas  Brown   cash,  in  full  of  at 

count,  $14.10. 
/  have  on  hand  iron,  as  per  inventory,  $240  ;  coal,  $30  ;  r/uinii 
fadwed  fiorse  shoes,  bolts,  clevises,  <kc.,  $30.50. 
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15 
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29 
SO 


AfioeA 
''     Jjnai/ifnina   f^oftuei 
''    /  hail  Ama//  eeen€4e4 
''     ^eJiftiiaia   /  /ucftan 

''    2  ^h 
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« 
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luniffff- 


/ieed 


{( 


alance  tc  neut  aeccu/yit 


en 


1 
1 
6 
1 
S 

U 

257 


40 

75 

25 

00 

00 

20 
S5 

50 

50 

00 
50 
00 

25 
20 

40 

70 


290 


00 


I 


250 
4f) 


00 
00 


290 


00 
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n  full   of  ac 
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I  Note.— It  is  usual  to  rule  with  rfd  ink.  And  it  is  also  re- 
commended (although  we  have  not  found  it  convenient  to  do 
:|hivS  in  the  book)  to  write  the  closing  entries  in  red  ink,  in  order 
fhat  the  eye  may  more  readily  distinguish  entries  of  transao 
l^iuns  from  rmre  closing  entries. 
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As  you  began  without  capital  and  are  now  worth  $59.55, 
you  must  have  gained  this  amount  during  the  month  you  have 
been  in  business. 


FIRST  SET  FOR  PRACTICK 

USE  ONLY  THE  LEDGER,   SAME  AS   IN   PRECEDING  SET. 

Oil  Jan.  3rd,  1877,  commenced  business  with  $1500  in  ca^h. 
Paid  for  store  fixtures,  $200;  for  goods,  as  per  im^oice,  $800." 

THE   FOLLOWING  TRANSACTIONS   ARE  TO   BE   ENTERED. 

Jan.  4.  Sold  R.  J.  Wallace,  on  account,  1  broadcloth  coat,  $30  : 
pants  and  vest,  $15  ;  overcoat,  $7. 
"  5.  Sold  W.  J.  Graham,  1  pair  pants,  English  cassimero, 
$10  ;  1  sack  coat,  blue  melton,  $20  ;  I  pair  strij^Ml 
tweed  pants,  $10. 
"  6.  Sold  James  Hughes,  1  beaver  overcoat,  $30  ;  1  ScoLch 
tweed  coat,  $12. 


*  No  entry  is  to  be  made  of  the  forej^^oing  iii  the  Ledyer,  but  a  moinoruii. 
im  of  it  should  be  kept. 

41 


\i/ir>ti  ft)  fiana,   ttn/u^^/  nf              = 

s 

$i'4V  00 

9//iUf  /rtiA  r<>aA  oi  $  /O 

m 

30    00 

(*»r<  >a/^  Atti^f.i.  /if/ci  ana  cutiMfA 

«• 

30    50 

■ 

u<uin  in  tiatitt       =              s              = 

= 

i'-'t    7'^ 

q!/oI<ic  li/iedr  11  \c€6               » 

* 

m 

$325    25 

S£t€t4iuUi44i. 

.  I 


1 1 

Id  r  \i 
•I 

r 


l|  i 


•^il^l. 


n 


n 
n 
it 


it 


11 


(< 
a 


tt 


i< 


« 


« 


8. 

9. 

11. 

12. 

15. 
IG. 
17. 

li). 


tt      oo 


23. 

24. 


26. 


27. 
29. 
30. 


BOOK-KEKIMNO. 

SoM  (},M).   Denmark,  1  necktie,  $1.25;  h  doz.  hand- 
koirliiet's,  $2;  and  1  pair  suspenders,  $1. 
Sold  J.  K.  Dingman,  1  boy's  suit,  for  son  John,  $18  ; 
and  1  coat  for  Robert,  French  cassimere,  88. 
iiought  otMohn  McDonald  &  Co.,  1  piece  of  English 
broadcloth,  25  yds.,  at  $3. 

Sold  J,  R.  Dingman,  1  ])air  doeskin  pants,  $8  ;  1 
vest,  $5. 

Sold  Geo.  Denmark,  2  neckties,  at  25c. 
Received  from  R,  J,  Wallace,  on  account,  $20. 
Sold  W.  J.   Gr.aham,  1  pair  French  cassimere  pants, 
$10  ;  1  satin  vest,  $5  ;  1  overcoat,  $25 ;  1  suit  Scotch 
tweed,  $25. 

Bought  of  John  McDonald  A;  Co.,  24  yds.  French 
cassimere,  at  $2  ;  and  10  doz.  linen  handkerchiefs, 
at  «p3. 

Received  from  \V.  J.  Graham,  on  account,  4  tons 
coal,  at  $8. 

Paid  John  McDonald  &  Co.,  on  account,  $50. 
Sold  R.  J.  Wallace,  1   dress  coat,  $30 ;  1   cassimere 
vest,  $6  ;  2  pairs  hose,  at  45c. 
Received  of  J.  R.  Dingman,  cash  on  account,  $5. 
Sold  to  A.  B.  Chatham,  1   black  cloth  coat,  $20  ;  1 
pair  cassimere   pants,   $8.25  ;   took  in  payment  an 
order  given  by  James  Hughes. 

Chargf   these  goods  to  James  Hughes,  as  they  were 
given  on  his  accotmt. 

Sold  J.  R.  Dingman,  6  shirts,  at  $2  ;  and  1  frock  coat, 
French  cloth,  $30. 

Gave  John  McDonald  &  Co.  my  note  at  3  months, 
on  account,  $53. 

Received  from  W,  J.  Graham,  his  note  at  2  months,  in 
full  of  account,  $73. 

R(!ceived  from  George  Denmark,  cash  in  full  of  ac- 
count, $4.75. 


i 


i 


'i; 


thp:  following  are  the  resources  and  liabilities,  not 

shown  on  ledger. 

Merchandise  unsold,  as  per  Inventory,  ^750  ;  Bills  Receivable  on 
hand,  W.  J.  Graham's  Note  for  $73  ;  Cash  on  hand,  $479.75  ; 
Store  Jilt irrt's,  $200;  Am  oirinq  on  Note,  favor  of  John  McDonald 
'■  Co.,  $53. 
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STATEMENT  OF  RESOURCES  AND  LIABILITIES. 


FIRST  SET   FOR   PRACTICE. 


Eesourcesi 


Merchandise  unsold,  as  per  Inventory 
P»ills  Receivable,  W.  J.  Graham's  Note  for 

Cash  on  hand 

Store  fixtures,  as  per  valuation  - 

R,  J.  Wallace  owes  on  account 

James  Hujjhes        «  «  ,        . 

J.  R.  Dinirman 


a 


tt 


Total  Resources  -        •        • 

Liabilities. 

Am  owing  John  McDonald  &  Co.,  on  account 
Bills  Payable,  outstanding  Note  for  - 

Total  Liabilities  - 


Total  Resources  at  closing 
'*     Liabilities 


(( 


Difference,  or  present  Net  Capital 


-  $750 

00 

73 

00 

-  479 

75 

.  200- 

00 

.   08 

'.)(» 

-   70 

25 

.   7() 

OO 

$1717 

90 

-  $r)0 

OO 

53 

00* 

-  $103  00' 

$1717 

90 

.  103 

00 

$1614 

90 

$1614 

90 

-  1500 

00 

-  $114 

90 

Present  Net  Capital 
Deduct  Net  Investment   - 

Net  Gain   - 


The  pupil  vvrill  see  by  the  above  statement,  that — 
To  find  the  Net  Capilal  we  subtract  the  Liabilities,  from  the 

Resources,  and 
To  find  the  Net  Gain  we  subtract  the  Net  Capital  al  starting 

from  the  Net  Capital  at  closing. 

Note. — If  the  Net  Capital  at  closing  is  less  than  the  Net 
Capital  at  starting,  the  dift'erence  will  show  the  loss  ,  and  if  the 
Liabilities  are  greater  than  the  Resources,  the  difierence  wil\ 
show  the  Net  insolvency. 
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QUESTIONS  FOR  REVIEW. 

How  many  books  are  used  in  Set  I.?  For  what  kind  of  business  is 
this  mode  of  keeping  books  adapted  ?  How  is  the  space  to  be  allowed 
each  account  determined  ?  For  what  is  the  left  hand  marginal  column 
used  ?  For  what  is  the  space  between  the  date  colunm  and  the  money 
columns  used  ?  For  what  are  the  left  hand  money  columns  used  ?  For 
what  the  right  ?  What  are  done  with  the  accounts  that  have  the  debits 
and  credits  equal  ?  What  does  a  double  red  line  under  an  account  in- 
dicate ?  What  colored  ink  is  used  for  ruling  and  balancing  ?  How  are 
accounts  closed  in  which  one  side  is  larger  than  the  other  ?  t>n  which 
side  and  in  what  colored  ink  is  the  balance  placed  ?  What  should  be 
made  at  the  time  of  closing  the  Ledger  ?  What  should  the  statement 
contain  ? 

In  answering  the  following,  the  pupil  may  have  his  statement  before 
him  : — 

What  effects  have  you  on  hand  at  the  time  of  closing  ?  How  much 
cash  ?  How  much  do  you  owe  others  ?  How  much  do  you  owe  in 
notes?  What  are  your  total  resources  at  closing?  What  are  your 
total  liabilities  ?  How  nmch  is  the  difference  between  your  assets  and 
liabilities  ?    What  is  it  called  ? 


!^li!l 


SINGLE  ENTRY. 


INSTRUCTIONS.— SET  II. 

In  the  following  set,  instead  of  entering  the  transactions 
directly  into  the  accounts,  as  was  done  in  the  preceding  set, 
they  are  first  recorded  in  the  Day  Book,  and  afterward  trans- 
ferred in  an  abbreviated  form  into  the  Ledger.  When  business 
transactions  become  numerous,  it  is  inconvenient  to  turn  to 
the  proper  accounts  and  enter  each  transaction  at  the  time  it 
occurs.  Another  disadvantage  of  the  preceding  form  is,  that 
it  would  require  considerable  trouble  to  Jiscertain  what  business 
had  been  done  on  any  particular  day,  whereas  by  the  following 
method  this  may  be  seen  almost  at  a  glance. 


MAY    BOOK. 


All  transactions  which  afTect  the  debit  or  credit  of  any 
person  witli  wiioni  an  account  should  be  kept,  are  first  ro- 
r«>rded  in  this  book. 

U 


BOOK-KEEPING. 


Whenever  you  sell  a  person  anything,  pay  him  money,  per- 
form work  for  him,  or  he  in  any  manner  becomes  indebted  to 
you,  he  must  be  debited  with  the  same  in  this  book,  to  show 
that  he  owes  you.  And  when  ver  any  person  sells  you 
anything,  pays  you  money,  does  work  for  you,  or  you  in  any 
way  become  indebted  to  him,  he  must  be  credited  with  the 
same  in  this  book,  to  show  that  you  owe  him. 

In  entering  purchases  it  is  allowable  to  say  "  Am't  as  per 
Bill,"  or  "  Am't  as  per  Invoice,"  and  omit  the  detail  of  items, 
since  you  have  the  Invoice  filed  away  or  pasted  in  a  book,  and 
can  refer  to  it  at  any  time  ;  but  in  entering  sales  tlie  items 
should  always  be  mentioned,  as  this  is  year  only  evidence  of  the 
trausaction. 

LEDGER. 

The  Ledger  of  this  Set  diflFers  from  that  of  Set  T.,  in  the 
arrangement  of  debit  and  credit  entries.  Each  page  is  ruled 
in  such  a  manner  that  the  debits  are  kept  on  one  side,  and  the 
credits  on  the  other,  entirely  distinct  from  one  another.  All 
the  entries,  scattered  in  different  parts  of  the  Day  Book,  that 
affect  the  accounts  of  each  person  are  here  collected  under  his 
name,  and  so  arranged  as  to  exhibit,  in  one  place,  all  his  deal- 
ings with  us. 

The  proprietor,  George  Hairgrave,  commenced  business  with 
the  property  and  with  the  amounts  due  him,  as  specified  in  the 
first  entry  of  the  Day  Book. 

He  therefore  credits  himself  with  the  whole  amount,  $3310, 
as  his  investment,  and  debits  himself  with  the  amount  he  owes 
Johnson.  Richard  Dawson  is  debited  for  what  is  djib  *Vom 
him,  in  order  that  it  may  appear  in  his  account  in  the  Lectj^r. 
John  Johnson  is  next  credited  with  the  amount  due  him.  This 
finishes  the  opening  entries,  and  the  books  are  now  ready  for 
any  transactions  that  may  take  place.  As  the  transactions  of 
this  set  are  all  of  a  simple  nature,  special  explanations  con- 
cerning them  have  not  been  considered  necessary.  The  entries 
should  be  arranged  in  the  Day  Book  just  as  the)''  are  given. 

All  cash  transactions  are  omitted  except  those  affecting 
the  accounts  of  persons  with  whom  we  liave  dealings,  addi- 
tional investments,  and  the  withdrawal  of  money  for  purposes 
not  connected  with  the  business. 

The  figures  in  the  centre,  between  the  entries,  represent  thfc 
dates  when  the  transactions  took  place.  The  rulings  should 
alwayjj  be  in  red  ink,  and  may  be  omitted  until  a  page  is  filled. 
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oFitiies  (listiiicl,  and 
less  liable  to 


Ledger 


They  are  for  the  purposes  of  keeping  th 
thus  renderiug  their  transfer  to  the 
mistakes. 

The  figure  in  the  left  hand  mtirginal  column  shows  the  page 
of  the  account  in  the  Ledger,  and  denotes  that  the  entry  has 
been  posted,  and  should,  therefore,  not  be  written  till  that  is 
done. 

Posting  is  done  as  follows  : — after  writing  the  name  of  the 
person  who  is  to  be  debited  or  credited  over  the  space  allotted 
to  his  account,  with  "  Dr."  on  the  left  and  "  Cr."  on  the  right, 
then  write  on  the  proper  side  of  the  account,  first  the  date, 
next  the  description  or  item,  then  the  folio  or  page  of  the  Day 
Book  from  which  the  entry  is  transferred,  and  lastly  the  amount. 
After  this  is  done,  turn  to  the  Day  Book,  and  in  the  column  to 
the  left  of  the  transaction  place  the  number  of  the  pp  chat 
the  account  is  on  in  the  Ledger,  to  sl-ow  that  the  entiy  has 
been  posted.  In  each  book  the  page  of  the  other  is  given  for 
reference  in  examining  accounts,  making  out  bills,  &c. 

When  there  are  several  items  in  the  Day  Book  entry,  in 
order  to  save  writing,  they  are  called  "  Sundries  "  or  "  Mer- 
chandise "  in  the  Ledger,  and  the  total  amount  is  entered. 
The  items  can  be  obtaiw(.'d  by  referring  to  the  Day  Book. 

It  will  be  observed  that  P.  L.  Dorland  paid  his  account  in 
full  on  the  10th  of  Jan.,  when  it  was  closed  up,  but  having 
occasion  to  do  further  business  with  him,  the  trauoactions  were 
posted  in  the  same  account. 

After  all  the  entries  in  the  Day  Book  are  posted,  examine 
them,  to  see  that  your  work  is  free  from  error.  Then  proceed 
to  close  the  accounts.  Those  that  remain  unsettled  are  closed 
by  a  red  ink  entry,  writing  the  words  "  To  "  or  "By  Balance  " 
on  the  smaller  side,  as  in  Set  L  Accounts  such  as  Peter 
Cooper  &  Co.,  in  which  the  Dr.  and  Cr.  sides  are  equal,  are 
closed  by  ruling  up  same  as  in  example. 

The  proprietor's  account  should  be  left  open  until  the  gains 
or  losses  have  been  ascertained,  and  after  the  statements  are 
completed,  the  gains  should  be  entered  to  the  credit  side,  or  the 
losses  to  the  debit  side  of  this  account.  Then  close  the  account, 
and  bring  the  balance,  which  shows  his  Net  Capital,  down  to 
new  account. 

If  the  result  of  the  business  should  be  a  loss  suflSciently  large 
to  make  the  debit  side  of  the  proprietor's  account  larger  than 
the  credit,  the  difference  or  balance  will  show  his  Net  Insol- 
vency. 
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SINGLE  ENTRY. 


STATEMENTS-SET  II. 


Ma/atir^.i  r^jf l/^€  ^iy/y.rh  Jan.  .!?/,  ^^^^, 


PerHonal  Accounts  K( 

jceivable. 

Personal  Accounts  Payable. 

fr'iV(un»  aMtaooy 
0^.    S£.    ^ciAnu/ 

34 

i3 

1 

22 

5V 

(S^c/tifotftitta  f'U  o/Aetii 

$^03 

J^32 

/«f 

QMedouice^  una  ^la/Hulted, 


m. 


edouAeeA. 


wa.in  on  /lana  --.-«. 
^il<ui  l&JieceiiiavA,  Qn'o/f  ott  /tann        -  -  - 


$220^  3S 
ffO  JO 
500  00 
^03   ^3 


Jzia/n/fVteii. 


oPeiSonai  QSltecouni^  (&rauct.u/e 


56 


$3Ji, 


032    /S 


BOOK-KEEPING. 


50 


i^ 


3,5 

00 
^3 


/S 


ii7,  fa/  f  di^U     - 


32   ifi 


^^pU  qA'^I  %t/Ufa/      - 


t( 


oA^ff  ^nJUfn/  af  .ifaUirta 


-    M3.wn 

00 

-      $33/0 

i2 

00 
00 

.      $3'2(jS 
H)0 

00 

-       $3tfj^ 

00 

-    $3Jf.:-/ 
3t<j6 

00 

00 

-      $^'43 

00 

SECOND  SET  FOR  PRACTICE. 

MEMORANDA  OF  TRANSACTIONS  TO  BE  RECORDED  AND  WORKED 
OUT  LIKE  THE  PRECEDING  SET. 

1877. 
Mar.  1.  A.  W.  Ponton  commences  the  Grocery  business,  in- 
vesting as  follows  : — Mdse,  as  per  inventory,  $2450 ; 
note  against  L.  R.  Lazier,  dated  Nov.  4,  187G,  at  G 
months,  for  $400  ;  Cash  on  band,  $1000  ;  balance 
of  E.  B.  Portland's  account,  $150;  he  owes  S.  \V. 
Houston,  on  account,  $200. 

2.  Sold  S.  W.  Houston,  20  lbs.  Refined  Sugar,  at  10c. ; 

2  lbs.  Young  Hyson  Tea,  at  90c.  ;  2   lbs.  Oolong 
Tea,  at  90c.  ;  6  lbs.  Coffee,  at  25c. 

3.  Sold  E.  B.  Portland,  12  half  chests  Y.  H.  Tea,  32  lbs, 
each,  at  60c.  ;  4  lbs.  Coffee  at  25c. ;  10  lbs.  C^-^tmeal, 
at  10c. ;  10  lbs.  Butter,  at  30c.  ;  8  Ibg.  Cheese,  at 
at  12^c. 
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1H77. 
.\J;ir.     1.   Sold   C.  V.  Bof^ait.  2  pi^iters  Corn  St;ircli,  ;it  ir)c. ;   1 
piece  Smoked  Beet",  15  lbs.,  at  15c.  ;  18  lbs.  Ch«.ese, 
at  rJic. 

5.  Bought  of  U.  G.  lirown,  200  lbs.  Cheese,  at  8c.  ;  50 
iK)z.  Eggs,  at  10c. 

6.  Sold  E.  U  rortland,  1  bag  Hominy,  50c.  ;  10  lbs. 
Coffee,  at  ■J5c.  ;  4  gals.  Cider  Vinegar,  at  35c.  ;  2 
bags  Salt,  at  20<'.  ;  5  doz.  Eggs,  at  15c. 

8.  Sold  ('.  V.  Bogart,  8  lbs.  JJutter,  at  30c.  ;  5  lbs. 
Lemon  Biscuit,  at  15c. 

9.  Received  from  E.  B.  Portland,  Cash  on  account,  $50. 

10.  Sold  S.  W.  Houston,  5  lbs.  Butter,  at  30c.  ;  1  bag 
Buckwheat  Flour,  11.25  ;  1  box  Soap,  40  lbs.,  at 
8c.  ;  2  lbs.  Powdered  Sugar,  at  I2jc.  ;  10  lbs. 
Cheese,  at  12ic.  ;  1  gal.  Syrup,  .f  1. 

11.  Sold  R.  G.  Brovvn,  10  bags  Flour,  at  $1.25. 

12.  Bought  of  C.  V.  Bogart,  20  bush.  Potatoes,  at  25c. ; 
35  doz.  Eggs,  at  10c. 

13.  Sold  E.  B.'  Portland,  10  lbs.  Butter,  at  30c ;  5  lbs. 
Oyster  Biscuits,  at  10c. ;  4  lbs.  Soda  Biscuits,  at 
10c.  ;  2  boxes  Cinnamon,  at  12^,c. 

IG.  Sold  S.  W.  Houston,  1  paper  Starch,  5  lbs.,  at  8c.  ; 
10  bars  Soap,  at  15c.  ;  8  lbs.  Butter,  at  30c. 

17.  Received  from  E.  B.  Portland,  Cash  on  account,  $25. 

18.  Sold  R.  G.  Brown,  10  lbs.  Sugar,  at  10c.  ;  4  lbs.  Im- 
perial Tea,  at  $1  ;  8  lbs.  Cotfee,  at  25c. ;  3  lbs. 
Chocolate,  at  40c. 

19.  Sold  C.  V,  Bogart,  20  lbs.  Sugar,  at  10c. ;  2  lbs.  Cotfee, 
at  25c.  ;  4  lbs.  Oatmeal,  at  10c.  ;  1  bag  Hominy, 
50c.  ;  1  paper  Corn  Starch,  15c.  ;  3  oz.  Indigo,  at 
15c.  ;  2  bars  Soap,  at  15c. 

"     22.  Bought  of  R.  G.  Brown,  10  bbls.  Flour,  at  $8  ;  3  bagi 

Oatmeal,  at  $1.25. 
"     23.  Paid  S.  W.  Houston,  Cash  on  account.  $25. 
"     24.  Received  from  C.  V.  Bogart,  Cash  in  full  of  account, 

$3.75. 

Resources  not  shown  on  Ledger  : — Cash  in  hinil,  $1053.75  ; 
Merchandise,  as  per  inventory,  $2350.65  ;  Note  against  L.  R. 
Lazier  for  $400. 

The  result  of  this  Set,  properly  worked,  is: — Net  Gain, 
$85.05  ;  Net  Worth  at  closing,  $3885.05. 
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QUESTIONS  KOH   IlKVIEVV. 

What  books  are  used  in  Set  II.  ?  In  which  book  are  the  transactions 
first  entered  ?  To  what  book  are  they  afterwards  transferred  ?  Under 
what  circumstances  is  this  mode  preferable  to  Set  1.  ?  Why  ?  Wliat 
shouhl  the  record  of  the  Day  Book  state  ?  What  transactions  are  re- 
corded in  the  Day  Book  ?  When  is  a  person  debited  in  the  Day  Book  ? 
When  credited  ?  In  what  way  may  the  entry  of  ])urcha8es  be  shortened 
in  tie  Day  Book  ?  W^hy  is  this  allowable  ?  Why  may  not  sales  be 
abbreviated  in  the  same  way  ?  What  is  the  object  of  the  rulings  be- 
tween the  entri'js  in  the  Day  Book  ?  What  is  meant  by  posting  ? 
Wherein  does  the  Ledger  of  Set  II.  differ  from  that  of  Set  I.  ?  For 
what  purpose  is  the  page  of  the  Day  Book  from  which  an  entry  is  taken 
placed  in  the  account  in  the  Ledger?  .\fter  an  »'ntry  is  posted  what 
should  be  written  in  the  Day  Book  i  Why  ?  \Vhen  there  are  several 
items,  what  word  is  used  to  save  space  ?  What  should  be  done  as  soon 
as  all  the  entries  are  posted  ?  What  account  should  l)e  left  oj)en  until 
after  the  gains  or  losses  have  been  ascertained  ?  What  does  the  double 
line  under  an  account  indicate  ?  What  is  done  with  accounts  that  liave 
the  debit  and  credit  sides  equal  1  How  are  accounts  closed  that  have 
balances  ? 

The  following  questions  may  be  answered  from  the  books  and  state- 
inents  : 

Which  persons  on  the  Ledger  have  balances  owing  by  them  ?  What 
U  the  total  amount  due  from  other  persons  ?  \\  hich  persons  have 
balances  owin;:  to  them  ?  What  is  the  total  amount  you  owe  to  other 
persons  ?  What  is  the  total  amount  of  your  resources,  and  of  what  do 
they  consist  ?  What  is  the  amount  of  your  liabilities,  and  of  what  do 
they  consist  ?  What  is  your  present  net  capital  ?  llovv  ascertained  ? 
How  much  did  you  invest  at  starting  ?  How  much  was  withdrawn  trom 
the  business  ?  What  was  the  net  investment  during  the  continuation 
of  the  business  ?  How  are  the  gains  or  losses  ascertained  ?  How  much 
has  been  gained  or  lost  ?  What  entry  should  be  made  after  the  gains 
have  been  ascertained  ?  How  is  the  proprietor's  account  now  closed  ? 
What  does  the  balance  of  his  account  show  ?  !f  the  result  of  the  busi- 
ness should  be  a  loss,  and  che  debit  side  the  larger,  what  would  the 
balance  show  ? 


SET   III. -SINGLE   ENTRY. 


The  business  contained  in  this  set  is  more  extensive  than 
that  of  tlie  preceding,  and  therefore  two  additional  books,  the 
Cash  Book  and  Hill  Book,  have  been  introduced  as  auxiliary  to 
the  Day  Book  and  Ledger.     The  business  i^  carried  on  by  two 
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p.'irtners  during  a  period  of  two  months,  each  month  represent- 
ing, so  far  as  the  closing  of  the  books  and  the  determining  oi 
the  profits  are  concerned,  a  year's  business. 

In  business,  settlements  with  individuals  who  deal  with  the 
firm  should  be  made  as  often  as  practicable,  but  the  statements 
of  profits  are  not  usually  made  out  oftener  than  once  in  six 
months,  and  in  most  business  houses  but  once  a  year. 

DAY   BOOK. 

The  Day  Book  of  this  set  is  kept  the  same  as  that  of  the 
preceding  set,  except  that  the  left  hand  money  column  is 
used  for  the  amounts  of  those  accounts  which  are  debited, 
and  the  right  hand  or  outer  column  for  the  amounts  of 
those  accounts  which  are  credited.  By  this  arrangement  a 
proof  of  the  correctness  of  the  posting  is  obtained. 
As  all  the  amounts  in  the  debit  column  are  posted  to  the  debit 
side  of  the  Ledger,  and  all  the  amounts  in  the  credit  column 
are  posted  to  the  credit  side  of  the  Ledger,  it  follows,  if  the 
postings  are  correct,  that  the  difference  between  the  totals  of 
the  two  sides  of  the  Ledger  will  agree  with  the  difference  be- 
tween the  footings  of  the  two  columns  in  the  Day  Book,  and 
thus  we  have  a  proof  of  our  posting. 

This  proof  is  a  very  valuable  feature,  as  by  its  means  the 
omission  to  post  any  entry  is  easily  and  certainly  detected.  A. 
post  mark  is  not  sufficient ;  it  shows  that  an  entry  has  been 
posted,  but  not  that  it  has  been  posted  correctly. 

CASH   BOOK. 

This  book,  here  introduced  for  the  first  time,  affords,  in  con- 
nection with  the  Day  Book,  a  complete  history  of  all  the  busi- 
ness transacted. 

There  are  various  ways  of  keeping  the  Cash  Book,  but  the 
following  form  is,  perhaps,  as  simple  as  any,  and  as  little  liable 
to  mistakes,  for  persons  whose  cash  transactions  are  not  very 
numerous,  and  who  are  not  scientific  accountants. 

It  contains  two  columns  for  dollars  and  cents.* 

The  amount  of  cash  on  hand  at  the  commencement  of  busi- 
ness, and  all  money  received,  from  any  source  whatever,  must 

*  The  pupil  will  observe  that,  in  speaking  of  the  nu)ney  columns,  we  de- 
signate the  sj)ace  for  tlolltirs  ;ui«l  the  space  for  cents,  unitctl,  iw*  hut  one 
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be  entered  in  this  book  *'  To,"  (describing  for  what,)  and  the 
amount  be  extended  into  the  left  hand  dollar  and  cent  column, 
which  is  called  the  debit  column ;  and  whenever  money  is 
paid  out  for  any  purpose  whatever,  it  must  be  entered  in  this 
book  "  By,"  (telling  what  for,)  and  the  amount  extended  into 
the  ri/'it  hand  dollar  and  cent  column,  called  the  credit  column. 
Thus,  if  the  account  is  kept  correctly,  the  difference  between 
these  two  columns  will  show  at  all  times  the  balance  of  cash 
in  hand,  and  will  agree  with  the  actual  amount  of  money 
found  in  possession  by  counting.  Any  discrepancy  must  arise 
from  error,  which  must  be  sought  out  and  rectified  before  the 
account  is  balanced.  The  credit  column  can  never  be  the 
larger,  since  it  is  impossible  to  pay  out  more  money  than  you 
receive. 

The  Cash  Book  should  be  balanced  at  the  end  of  each  week 
(or  daily,  when  much  business  is  done),  by  entering  the  balance 
of  cash  on  hand  in  the  credit  column,  in  red  ink,  to  distinguish 
it  from  sums  paid  away.  When  the  Cash  Book  is  not  balanced 
daily,  an  informal  balance  should  be  made,  and  the  result 
compared  with  the  cash  in  hand.  After  footing  the  columns 
and  drawing  the  lines,  bring  the  balance  down,  in  black  ink, 
entering  it  in  the  debit  column.  The  lines  should  be  ruled 
exactly  as  in  form.  They  serve  to  keep  the  new  account  (lis 
tinctly  separated  from  the  old — a  matter  of  greater  importance 
than  young  book-keepers  generally  imagine.  It  adds  greatly 
to  the  neat  appearance  of  your  book  to  begin  the  words  "  To  " 
and  "  By  "  all  upon  a  perpendicular  line. 

BILL  BOOK. 


tle- 

I111H 


When  several  notes  are  given  or  received  each  month,  it  has 
been  found  convenient  to  enter  a  minute  description  of  them  in 
a  book  prepared  speci  V  for  that  purpose.  This  enables  any 
particulars  concerning  ihem  to  be  seen  at  a  glance,  and  an  ex- 
amination of  the  book  will  show  what  notes  become  due  on 
any  day,  and  thus  timely  preparation  may  be  made  for  their 
collection  or  payment.  Notes  have  l)een  issued,  and  for  want 
of  such  a  record  their  existence  has  bt;en  forgotten,  until  great 
inconvenience,  and  even  loss,  has  been  the  result.  All  neces- 
i»ary  explanations  are  made  by  the  headings  of  th»'  different 
columns. 

The  Invoice  Book  is  not  given,  as  it  is  consid«'retl  too  sim- 
ple to  require  explanation.     In  some  houses  the  invoices  of 
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goods  purchased  are  copied  into  this  book  ;  others  paste  thd 
invoices  in  a  large  book  for  the  purpose;  while  others  keep  the 
invoices  on  file  until  the  end  of  the  month,  and  then  fold  them 
neatly,  and  after  writing  the  name  of  the  person  from  whom 
purchased,  the  date  and  the  araoun'.  on  the  back  of  each  invoice, 
tie  them  up  in-montlily  packages. 

The  Inventory  Hook  is  used  for  taking  an  account  of  the 
value  of  property  owned  by  you,  at  any  time,  in  order  that  you 
may  use  it  in  estimating  your  net  capital,  net  gains,  &c.  The 
quantity  and  estimated  value  of  each  article  are  given.  The 
list  may  fill  several  pages  ;  but  as  it  is  very  simple,  only  a  few 
items  are  enumerated. 


INSTRUCTIONS  FOR  WRITING  UP  SET  III. 


An  acv  ount  is  kept  with  each  partner  separately,  and  he  is 
credited  with  what  he  invests  in  the  business,  and  is  charged 
with  all  debts  assumed  by  the  firm  for  him,  and  all  sums  which 
he  withdraws.  He  is  credited,  when  the  books  are  closed, 
with  his  share  of  the  gains. 

The  books  are  opened  by  making  the  entries  in  the  Day 
Book  to  the  debit  and  credit  of  each  partner,  and  to  the  debit 
of  A.  R.  Simcoe  and  Peter  Grey,  and  to  the  credit  of  R.  J, 
Bruce,  Edward  Huron  and  J.  H.  Lambton,  whose  accounts 
have  been  assumed  by  the  firm  ;  entries  are  also  made  in  the 
Cash  Book  of  the  cash  invested,  and  in  the  Bill  Book  of  Notes' 
Receivable  on  hand  and  of  Notes  Payable  outstanding.  The  list 
or  inventory  of  merchandise,  material,  tools,  &c.,  is  not  given, 
but  in  actual  business  it  should  be  made  out  and  Ccarefully 
preserved. 

Care  should  be  taken  to  place  each  amount  in  its  proper 
column  in  the  Day  Book,  in  order  to  avoid  errors  and  trouble 
in  balancing.  After  the  entries  are  made  in  the  different  books 
for  April  1st,  then  enter  the  transaction  that  occurs  on  the  3rd, 
and  thus  proceed  with  each  succeeding  date,  entering  the  trans- 
actions in  the  Day  Book,  Cash  Book  and  Bill  Book,  as  may  be 
required,  in  the  date  and  order  of  their  occurrence.  This  will 
give  a  much  better  knowledge  of  the  transactions  than  if  only 
one  book  is  written  up  at  a  time. 

Be  careful  to  make  all  the  extensions  and  additions  correctly, 
and  also  to  count  the  time  when  the  notes  mature,  before  enter 
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ing  them  in  the  Bill  Book.     The  three  days  of  grace  are  always 
included  in  finding  the  date  when  a  note  falls  due. 

Open  the  partners'  accounts  first  in  the  Ledger,  and  let  all 
the  other  accounts  follow  them  in  regular  order.  Not  more 
than  three  accounts  should  be  opened  on  a  page.  The  posting 
is  the  same  as  in  Set  II. 

When  the  posting  is  finished,  add  the  columns  in  the  Day 
Book,  if  not  already  added,  and  carry  the  footings  of  the  pages 
forward  in  the  manner  shown,  until  the  end  of  the  month. 
Also  make  out  the  statements  as  shown  at  th(^  end  of  the 
month  of  April.  Compare  the  difference  between  the  totals  of 
the  debit  and  credit  balances  of  the  Ledger,  with  the  difference 
between  the  totals  of  the  debit  and  credit  columns  of  the  Day 
Book  ;  and  if  they  are  not  alike,  diligently  search  for  the  error 
until  it  is  found,  and  then  make  the  necessary  corrections. 

After  the  postings  have  been  found  to  be  correct,  make  out 
the  statement  for  April,  looking  to  your  own  work  for  the 
balances  of  the  Ledger,  for  the  amount  of  cash  on  hand,  and 
for  the  notes  receivable  and  payable.  The  inventory  will  be 
found  at  the  end  of  the  Day  Book.  The  gains  are  ascertained 
and  entered  as  in  the  preceding  set. 

Before  commencing  the  second  month,  add  the  gains  of  the 
first  month  to  the  difference  between  the  debit  and  credit 
columns  of  the  Day  Book,  and  place  the  sum  in  the  credit 
column  of  the  Day  Book  for  May,  in  order  to  make  the  excess 
of  credit  on  commencing  this  month  equal  to  that  of  the 
Ledger. 

<gp"  A  statement  showing  the  result  of  the  whole  Set  k 
given  at  the  end  of  t\ni  month  of  May.  The  pupil  is  obliged 
to  depend  entirely  upon  himself  in  entering  the  transactions  of 
this  month.  The  work  when  properly  performed  will  agree 
«rith  the  results  given  in  statement. 
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The  following  Items  of  Cash  received  and  paid  at 
diflerc^nl  times  do  not  appear  in  the  Day  Book, 
because  they  are  not  to  be  debited  or  credited  to 
any  personal  account,  but  they  must  be  entered  in 
the  date  and  order  of  their  occurrence  in  the  Cash 
Book. 
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BOOK.— SET  III. 
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INDEX    TO   THE    LEDGER. 


This  is  a  small  book,  or  space  ruled  in  the  Account  Book, 
in  which  are  arranged,  in  alphabetical  order,  the  names  of  all 
accounts  in  the  Ledger,  together  with  the  pages  on  which  such 
accounts  are  entered. 

The  object  of  keeping  it  is  to  enable  us  to  refer  readily  to 
accounts  in  the  Ledger,  Whenever  we  open  an  account  in  the 
Ledger,  we  enter  the  name  of  the  account  and  the  number  of 
the  i)age  in  the  Index.  If  an  account  should  be  transferred  to 
another  page,  a  red  line  should  be  ruled  through  the  figures  of 
the  old  page,  and  the  number  of  the  new  page  placed  in  the 
Index. 

In  real  business  the  Index  generally  has  a  page  allotted  to 
each  letter.  The  following  ilhistration  will  be  sufficient  to 
explain  how  it  is  kept  : — 
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STATEMENT.— SKT  III. 


PROOF  OF   POSTING. 
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BOOK-KEEPING. 
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Memoranda  of  Hastings  &  Durham's  business  transac- 
tions DURING  THE  MONTH  OF  MaY,  TO  BE  RECORDED  AND 
WORKED   OUT   SAME   AS  PRECEDING  MONTH. 


Before  recording  the  transactions  of  this  month  enter 
tlie  difference  between  the  debit  and  credit  side  of  the  Day 
Book  for  the  last  month  and  the  gain,  added  together,  which 
amount  to  $12208,  in  the  credit  column,  as  explained,  before 


commencing  the  Set. 


187 
May 


(( 


(( 


(( 


ti 


(I 


tt 


(( 


1.  Bought  of  D.  S.  Elgin  &  Co.,  Bill  of  Lumber,  amount- 

ing to  $120.50  ;  Paints,  Varnishes,  &c.,  as  pe^  Bill, 
130.40. 

2.  Sold  T.  K.  Frontenac,  1  Eosewood  Tete-a-tete,  $40  ;  1 

Gothic  Mahogany  Bedstead,  $18.50  ;  6  Carved  Ma- 
hogany Chairs,  at  $4.50.    Cash  sales  this  day,  $75.40. 

3.  Sold  J.  H.  Lambton,  1  Mahogany  Bureau,  $16 ;  1 

Black  Walnut  Centre  Table,  $15  ;  1  pair  Ottomans, 
$10;  1  Stuffed  Bick  Chair,  B.  W.,  $12.75.  Cash 
sales  this  day,  $120. 

4.  Sold  T.  M.  Welhnd,  1  Double-leaf  Secretary,  $30  ;  8 

Kitchen  Chairs,  at  50c.  Paid  our  Note  favor  of  A. 
Ging,  $350.  J.  H.  Lambton  has  returned  the 
i3ureau  bought  on  the  3rd  inst.,  it  being  too  large 
for  room,  for  which  we  give  him  credit,  $16.  Cash 
sales  this  day,  $160.40. 

5.  A.    R.   Simcoe  paid    on  account  Cash,  $125.     Sold 

Edward  Huron,  3  Cherry  Wash-stands,  at  $3  ;  2 
Looking-glasses,  at  $4.50.  Paid  for  Cleaning  Store- 
room, $3.     Cash  sales  this  day,  $45.25. 

6.  Sold   Peter  Grey,  1   Hat-stand,  Mahogany,   $12.50. 

Paid  Men's  Wages  for  week,  $40.50.     Cash  sales, 
175.35. 
8.  Bought  from  George  Young  &  Co.,  on  our  Note  at  3 
months,  Merchandise,  as  per  Bill,  $450.50. 

Note. — As  no  personal  account  is  affected  by  this 
transaction,  it  is  merely  entered  in  the  Bill  Book. 

"    Sold  R.  J.  Bruce,  3  Mahogany  Arm  Chairs,  at  $4.25. 
Cash  sales  this  daij,  $137.40.     Peter  Cooper  paid  liis 
*  Note  of  April  4tii,  $20. 
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BOOK-KEEPING. 

Sold  I).  S.  Elgin,  1  Hall  Stand,  $5.50  ;  (i  Rulor (Miaits, 
at  $4.25  ;  1  Piaiio,8tool,  $10.  Keceived  IVoin  A.  It. 
Simcoe  his  Note  at  1  month  for  $50.  Paid  for  Post- 
age Stamps,  $1.50.     Cash  sales  to-i/a//,  $170.15. 

Sold  Peter  Grey,  10  Stuffed  Arm  Chairs,  at  $10  each  ; 
12  Carved  R.  W.  Centre  Tables,  at  $30  each.     He 
ceived  his  Note  at  2  months  for  $200,     Cash  sales, 
$170.60. 

Received  from  A.  Simcoe  Cash  for  his  Note  of  April 
9th,  $28. 

Received  from  A.  R.  Simcoe,  Note  against  John  Long, 
dated  the  4th  inst.,  at  3  months,  for  $100.  Sold  t. 
K.  Frontenac,  1  complete  Parlor  Set,  $150.  Received 
in  part  payment  Wm.  Wilson's  Note,  dated  Jan. 
14th,  at  4  months,  for  $100.  Received  from  F.  ^\. 
Welland,  on  account,  $25.  Cash  sales  this  duij, 
$134.20.     Paid  Workmen's  Wages  in  cash,  $5G.50. 

Sold  A.  R.  Simcoe,  4  doz.  Cane-bottom  Chairs,  at  $14  ; 
6  doz.  Carved  Mahogany  do,  $25.  Received  in  [lart 
payment  his  Note  at  1  month  for  $100.  Cash  sales 
to-day,  $196.70. 

Sold  R.  J.  Bruce,  1  Corner  Stand,  $12.50;  1  French 
Bedstead,  B.  W.,  $18.50.  Received  from  him  Cash 
on  account,  $20.  Wm.  Wilson  paid  his  >.ote  due 
to-day,  $100.     Cash  sales,  $215. 

Received  from  Edward  Huron,  Cash  on  account,  $5. 
Bought  of  A.  E.  Long  &  Co.,  Merchandise,  as  yw 
Bill,  $425,  for  which  we  gave  our  Note  at  1  month. 
Cash  sales,  $67.40. 

Sold  D.  S.  Elgin  &  Co.,  Extension  Dining  Table,  s }."). 
and  received  in  part  payment  Cash,  $25.  Paid 
Workmen  cash,  $64.70.  Cash  sales,  $110.40. 
,  Received  from  F.  M.  Welland,  an  Order  on  R.  J. 
Bruce  for  $20,  which  Mr.  Bruce  accepts,  and  place.s 
to  our  credit. 

Note. — Credit  F.  M.  Welland  with  the  amount  ot 
Order,  as  you  received  it  on  his  account,  and  debit 
Mr.  Bruce. 

Received  from  Edward  Huron,  Cash,  $5.  Paid  tor 
aundry  expenses — Postage,  $2.25  ;  Adveitisinu. 
^15.60  ;  Carting  and  Piling  Lumber,  $4.  Cash 
sales,  $64.70. 
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BOOK-KEEPING. 
1877. 
May  24.  Sold  F.  M.  WcHjukI,    3  Patent  IMvot  Chairs,  at  :*8. 
Ke^^ivt'd  in   ])ait  ])ayruent,  Note  against  R.  (,';i nip, 
dated  Feb.  4th,  1877,  at  4  months." for  $15.     Cash 
mles  this  day,  $137.20. 
E.  J.    Bruce  returned  the  French  Bedstead,   B.  W., 
$18.50,  purchased  on  the  17th  inst.,  for  which  we 
give  him  credit ;  and  sold  him  instead,  1  Sofa  Bed- 
stead, Patent,  $40.     Cash  sales,  $20. 
Gave  E.  Huron  our  Note  at  3  months  for  $17,  in  set- 
tlement of  account.     Paid  F.  M.  Welland,  in  full  of 
account,  by  Order  on  T.  K.  Frontenac  tor  $G.90. 
Note. — This   transaction   necessitates    two   entries. 
Charge  Welland  with  the  amount  of  the  Order, 
and  credit  Frontenac. 
29.  Gave  D.  S.   Elgin  our  Note  at   1    month   for   $50. 
Bought  of  Jones,  Smith  &  Co.,  Merchandise,  as  per 
Bill,  $500.     Gave  in  payment,  Peter  Grey's  Note  o. 
May  11th,  for  $200,  and  our  own  Note  at  3  months 
for  the  balance,  $300. 


25. 


20. 


li 


Inventory  of  effects  on  hand,  May  31st,  1877. 


Merchandise,  as  per  Inventory 
Materials  and  Unfinished  Work 
Tools  and  Implements    - 
Store  Fixtures        -        -        - 


-  $5100  00 

-  3500  00 

-  575  00 

-  150  50 
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QUESTIONS  FOR  REVIEW. 

What  additional  books  are  used  in  this  Set  ?  How  may  a  proof  oi 
correctness  be  obtained  ?  How  often  are  books  closed  in  most  business 
houses  ?  What  is  the  difference  between  the  ^^%y  Book  of  this  Set  and  that 
of  Set  II.  ?  What  advantage  is  there  in  placing  debits  in  one  column  and 
credits  in  another  ?  Does  a  check  mark  show  that  an  entry  has  been  cor- 
rectly posted  ?  What  do  the  Day  Book  and  Cash  Book  give  a  complete 
history  of  ?  What  is  the  Cash  Book  a  check  against  ?  What  is  the  left 
column  used  for,  and  what  the  right  ?  What  does  the  difference  between 
the  footings  of  the  two  sides  show  ?  What  exists  if  the  difference  does 
not  agree  with  the  cash  on  hand  ?  How  often  is  the  Cash  Book  balanced 
in  this  Set  ?  What  is  the  use  of  the  Bill  Book  ?  What  advantage  is  it 
to  know  when  notes  mature  ?  How  are  invoices  entered  or  kept  ?  What 
does  the  Inventory  Book  contain  ?  How  and  when  should  names  be  en- 
tered in  the  Index  ?  How  are  the  books  of  this  Set  opened  ?  What 
advantage  is  gained  by  entering  the  transactions  in  all  the  books  for 
each  day  before  taking  any  entry  of  the  succeeding  day  ?  What  accounts 
are  first  opened  in  the  Ledger  ?  How  is  the  proof  of  posting  obtained  ? 
What  is  done  immediately  after  posting  ?  What  should  be  done  before 
commencing  the  second  month,  in  order  to  make  the  excess  of  credit  in 
the  Day  Book  equal  to  tb   ^  of  the  Ledger  ? 

The  following  questions  to  be  answered  from  the  Ledger  and  State- 
ments : — 

What  perBons  owe  the  Firm  at  the  end  of  the  first  month,  and  how 
much  ?  Whom  do  the  Firm  owe,  and  how  much  ?  WTiat  is  the  diflfer- 
ence  between  the  total  debit  and  credit  balances  of  the  Ledger?  Give 
a  list  of  the  resources  oi  the  Firm.  Of  what  do  the  liabilities  consist? 
What  is  the  net  capital,  and  how  found  ?  How  much  did  the  Firm 
invesj?  What  i»  the  Firm's  net  gain,  and  how  found?  What  is  each 
partner's  net  capital  at  closing  ?  How  found  ?  What  is  placed  to  the 
credit  of  each  partner  before  closing  his  account  ?  What  is  the  differ- 
ence between  the  debit  and  credit  sides  of  the  Ledger  at  the  end  of  the 
second  month  ?  Of  what  do  the  assets  and  liabilities  consist  ?  What  is 
the  net  capital  of  the  Firm  ?  What  is  the  Firm's  net  gain  ?  What 
is  each  partner's  net  capital  at  the  close  of  this  month  ? 


SINGLE    ENTRY    NOT    A    PERFECT    SYSTEM    OF 

BUSINESS  RECORD. 

The  pupil  will  do  well  to  read  again  the  introductory  chap- 
ters. From  the  general  view  there  given  of  the  information 
which  a  set  of  accounts  should  furnish,  he  will  be  able  to  form 
an  opinion  as  to  how  far  Single  Entry  accomplishes  it.  He 
will  remember  that  a  complete  set  of  accounts  should  l>()th  de- 
fine the  present  Financial  State  of  the  Business,  by 
siiowing  the  Assets  and  Liabilities,  and  also  tell  us  how 
this  condition   has  been  brought  about,  by  showiui-: 
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tlie  Orh/inal  Capital,  and  the  various  subsequent   (lains  and 
Lossois. 

If  he  will  open  to  the  example  of  connected  accounts  (pages 
19  to  29),  he  will  see  that  Single  Entry,  so  far  as  the  Ledger 
is  concerned,  does  not  meet  even  the  first  requirement.  For 
(le:iving  out /jf  consideration  the  proprietor's  Capital  Account) 
it  shows  only  the  debts  owing  to  ns  and  by  us  on  personal 
account ;  that  is,  debts  owing  to  us  for  which  we  have  not  re- 
ceived others'  notes,  and  debts  owing  by  us  for  which  we  have 
not  given  our  notes.  This,  however,  is  compensated  for  in  Set 
III.,  by  introducing  the  Cash  Book  and  Bill  Book  ;  so  that, 
taking  them  in  connection  M'ith  the  Single  Entry  Ledger,  we 
have  the  material  for  finding  all  the  Assets  and  Liabilities,  ex- 
cept the  asset  of  unsold  merchandise,  which,  in  most  cases, 
will  have  to  be  found  in  either  system  by  actual  taking  of 
stock. 

But  in  reference  to  the  second  requirement,  the  only  element 
he  has  is  the  Original  Capital,  as  shown  in  the  proprietor's 
Capital  Account ;  he  has  nothing  to  show  how  much  has  been 
gained  or  lost  on  sales,  and  what  incidental  expenses  have  been 
incurred.  If  he  had  also  a  statement  of  the  cost  of  the  goods 
purchased  and  the  'proceeds  from  sales,  and  one  for  the  expenses, 
he  would  have  all  the  data  necessary  for  meeting  the  second 
requirement.  He  would,  in  fact,  then  have  all  the  data  which 
Double  Entry  supplies,  although  not  contained  between  the 
two  backs  of  the  same  book — the  Ledger.  His  Cash  Book 
corresponds  to  his  Cash  Account  in  Ledger  ;  his  Bill  Book  to 
his  Bills  Receivable  and  Bills  Payable  accounts  ;  his  statement 
of  the  cost  and  proceeds  of  merchandise  to  Merchandise  Ac- 
count ;  and  his  statement  of  incidental  expenses  to  Expense 
Account. 

He  will  have  no  difficulty  in  seeing  that  if  he  has  the  means 
of  ascertaining  the  present  state  of  affairs  by  two  methods  so 
nearly  independent  of  each  other  as  these  are,  he  possesses 
strong  evidence  of  the  accuracy  of  his  books.  Nor  will  he  be 
slow  to  perceive  the  advantage  arising  from  being  able  to  com- 
pare his  gross  profits  with  his  expenses,  so  that,  if  need  be,  he 
may  either  increase  the  former,  or  curtail  the  latter.  Now, 
Double  Entry  does  this  in  so  systematic  a  manner,  and,  under 
proper  arrangements,  with  so  little  labor  additional  to  that 
required  in  Set  III.,  that  we  may  well  wonder  that  any  business 
man  should  begrudge  that  little  extra  labor,  in  view  of  the 
advantages  he  will  thereby  secure. 
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We  are  now  about  to  introduce  the  pupil  to  the  more 
perfect  system  of  Book-keeping  by  Double  Entry.  We 
trust  he  will  still  continue  to  keep  the  end  he  is  aiming  at  in 
view.  If  he  does  so,  and  pursues  his  work  in  a  philosophic 
spirit,  we  have  no  doubt  he  will  be  able  to  endorse  the  words 
of  Jackson,  an  old  author  of  a  very  excellent  work  on  this  sub- 
ject : — "  It  is  a  science  whose  principles  are  so  simple  and  solid  ; 
its  conclusions  so  natural,  evident  and  certain  ;  and  the  sym- 
metry of  its  several  parts  so  complete  and  harmonious,  that, 
the  very  speculaiion  is  no  less  pleasing  than  the  practice  is 
proftable.'' 


CHAPTER  VII. 

BUSINESS    FORMS. 

An  acquaintance  with  the  forms  of  business  papers  in  gene- 
ral use  is  indispensable  to  every  one  who  would  master  the 
Science  of  Accounts.  Not  only  should  their  nature  and  use  be 
fully  understood,  but  the  ability  to  make  them  out  readily  and 
correctly  should  be  acquired.  For  this  reason  the  pupil  should 
study  and  copy  the  following  Forms,  which  are  among  those 
most  used,  until  he  can  write  them  out  readily  without  referring 
bo  the  book. 


i 


RECEIPTS. 


A  Receipt  is  an  acknowledgment  in  writing  of  having  received  a 
certain  sum  of  money,  or  other  valuable  consideration. 

When  a  payment  has  been  made,  a  receipt  should  be  taken  as 
proof  of  the  payment.  It  may  not  in  all  cases  be  necessary,  but 
when  important  interests  are  involved,  nothing  should  be  left  to 
uncertainty,  if  it  can  so  easily  be  avoided.  A  Receipt  often  saves 
misunderstandings  and  loss  of  friends,  as  well  as  loss  of  money. 
Receipts  should  be  carefully  preserved,  as  many  instances  have 
occurred  in  which  claims  have  been  presented  after  they  were  paid. 
When  not  written  in  a  book  specially  prepared  for  the  purpose, 
they  should  be  kept  in  a  place  of  security,  so  that  they  may  be 
readily  produced  if  needed. 
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IIKC'EIPT    FOK   I'AYMENT   ON    ACCOUNT. 

Toronto,  Ont.,  Jan.  lat,  1877. 
Received  from  W,  H.  Yourex  Fifty  Dollars  on  account. 
$50.  E.  SCARLETT. 


' 


RECEIPT  IN  FULL  OF  ACCOUNT. 


M'l 


ii! 


Belleville,  Jan.  1st,  1877. 
Received  from  W.  R.  Ross  Seventy-five  Dollars  in  full  of  account 
to  date. 
$75.  CHAS.  ADIN. 


RECEIPT   IN    FULL   OP   ALL   DEMANDS. 

Napanee,  Jan.  1st,  1877. 
Received  from  Henry  Bros.  One  Hundred  and  Fifty  Dollars  in  full 
of  all  demands. 
$150.  J.  A.  FBASEB. 


RECEIPT   FOR   A   PARTICULAR   BILL. 


Kingston,  Dec.  1st,  1876. 
Received  from  Beatty  &  Wallbridge  Five  Hundred  Dollars,  in 
payment  for  a  bill  of  groceries  of  this  date. 

J.  CABRUTHERS. 


RKCEIFT  FOR  BORROWED  MONEY  (oR  BORROWED  MONEY  DUE  BILL). 

Picton,  Jan.  1st,  1877. 
Borrowed  and  received  from  John  S.  Miller  Four  Hundred  and 
Fifty  Dollars,  which  I  promise  to  pay  on  demand,  with  interest. 
$4^0.  B.  BOBBOW. 


RECEIPT   FOR   SERVICES. 


Hamilton,  Dec.  Ist,  1876. 
Received  from  Geo.  Wallbridge  Forty-seven  Dollars,  in  full  for 
services  to  dat#. 
$47.  0.  PAYMAN. 


EECEIPT    FOR   A   NOTE. 

London,  Dec.  4th,  1876. 
Received  from  J.  B.  Ashley  his  note  of  this  date,  at  four  months, 
for  Five  Hundred  Dollars,  in  full  of  account  rendered  to  1st  inst. 
1500.  G.  (I  HOLTON  d-  CO. 
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RE(^EIPT   FOR   RENT. 
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Montreal,  Dec.  Ist,  1876. 

Received  from  P.  C.  West  &  Co.,  One  Hundred  and  Twenty  Dol- 
lars, in  full  for  one  quarter's  rent  of  store  No.  96  McGill  Street ; 
due  20th  ult. 

$120.  E.  HARRISON. 


RECEIPT   FOR   INTEREST    DUE   ON    MORTGAGE. 

Toronto,  Dec.  5th,  1876, 
Received  from  Robert  Smith  Twenty-nine  you  Dollars,  in  full  for 
six  months'  interest  due  this  day,  on  his  mortgage  to  me,  bearing 
date  Dec,  6th,  1873,  for  Five  Hundred  and  Ninety  Dollars. 
$29T'^fo.  S.  G.  BEATTY. 


RECEIPT    FOR   PAYMENT    BY    THE    HAND    OF   A   THIRD    PARTY. 

Halifax,  Jan.  1st,  1877. 
Received  from  John  Jones,  by  tlie  hand  of  R.  Howe,  Fifty  Dol- 
lars;  in  full  of  his  account. 

WM.  R.  DEAN. 


INDORvSEMENT   OF   A   PARTIAL   PAYMENT   ON   A   NOTE. 

Bowmanville,  Jan.  Ist,  1877. 
Received  on  account  of  the  within  note,  Forty-five  Dollars. 
^5.  J.  8.  MILLER. 


AGENT  S   RECEIPT. 

Brantford,  Sept.  Ist,  1876. 
Received  from  M.  L.  Perkins,  Two  Hundred  Dollars,  to  apply  on 
his  account  with  C.  P.  Stanwood. 

^200.  A.  L.  HOWARD,  Agent. 

BILLS  AND  INVOICES. 

A  Bill  of  Goods  is  a  written  description  of  the  quantity  and  price 
of  goods  sold,  with  the  time  or  date  of  the  transaction,  and  the 
names  of  the  purchaser  and  seller. 

An  Invoice  is  a  full  account  of  merchandise,  in  which  the  marks, 
numbers,  contents,  and  value  of  each  package,  together  with  all 
charges,  are  described. 

When  anything  is  purchased  of  another,  or  is  to  be  charged  in 
account,  it  is  well  to  take  a  Bill  for  it.  The  Bill  will  he  a  reminder 
to  make  the  proper  entry  in  the  books  concerning  it,  and  will  also 
serve  as  a  voucher  for  items,  prices,  &c.  Even  when  cash  is  paid, 
the  Bill  is  frequently  needed  for  reference. 

Invoices  are  usually  pasted  in  a  book,  or  neatly  folded  and 
marked  on  the  back  with  the  name  of  the  person  from  whom 
bought,  the  date  and  the  amount,  and  then  put  up  in  monthly 
packages  for  safe  keeping. 
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1.    BILL    NOT    RROBIPTED. 

Toronto,  January  Ist,  1877. 
Mr.  CHARLES  D.  PUTNAM, 

Bought  of  \Vm.  L.  Brown  &  Co. 


5  yds.  Black  Silk 

4     "         "     Broadcloth 
20     "    Factory  Cotton 
15     ■"    Canton  Flannel 

at  $2  00 

"     4  Wj 

*'         10, 

25 

1 

$10 

:     Id 

.       2 

3 

$31 

1 

00 
00 
00 
75 

75 

— ' 

Mr.  W.  A.  ROBLIN, 


2.   BILL   KKUEIPTED. 

Cornwall,  Nov.  Ist,  1876. 


To  CoNOER  Bros. 


Dr. 


I 


To  10  yds.  Cambric 
"20     "    Gingham 
"     5     "    Broadcloth 
"    2  doz.  Spools  Thread 


al  ^0  15 

u 

0  30 

(( 

4  00 

(( 

0  50 

$150 
0  00 

20I00 

100 


$28  50 


Beceived  payment, 

CONGER  BROS. 

Should  the  above  Bill  be  receipted  by  a  clerk,  his  OTrn  name 
should  be  signed  under  that  of  the  firm,  with  the  word  ' '  per  " 
placed  before  it. 


3.    ITEMS   or    AN    ACCOUNT. 


Mr.  J.  A.  MOORE, 


To  Robertson  &  Henry. 


Dr. 


1876. 

July 

i 

n 

10 

Aug. 

4 

Sep. 

1 

Oct. 

6( 

To  4  yds.  Broadcloth 
"3     "    Can.  Tweed 
"  1  Vest  (Broadcloth) 


at  $5  00 
"     1  50 


By  Cash 


Cr. 


6(  "  Order  on  A.  B.  Clark 
Balance  due 


$20  00 
5  00      25 


$20  00 

4  50 

5  50 


$30  00 
00 


i!     $5 


00 


Settled  by  Note, 

ROBERTSON  d-   HENRY. 
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ROOK-KKEPING. 

4.    MONTHLY   RTAT«MENT. 

ToRONTi),  Jan.  lat,  1877. 


MeswB.  SMITH  &  JONES, 

To  Sinclair,  Jack  &  Co. 


Dr. 


lH7«i. 

Nov. 

(( 

1 

8 
28 

To  Mdse, 

((         (( 

as  per  Bill  rendered  at  3  moi. 
"            «*            3d  days 

$ 

$100 
500 
400 

1000 

1 

20 
00 
00 

20 

INVOICES. 

1.   DOMESTIC   INYOI^IS. 

Sales  A. 
Fol?^  "Vl 

Sold  by  J.  WiUon.  Momkeal,  Oct.  28th,  1876. 

Messrs.  JONES  &  BROWX, 

Belleville,  Ont. 

Bought  of  Sinclair,  Jack  &  Co., 
Forwarded — G.T.R.    Importers  and  Wholesale  Dealers  in  Groceries. 
(Terms — Note  at  4  mos.) 


r 


16 


10 

la 

14 
15 


5|Hlf.  chests  Tea  (Y.  H.),  "  S.  J.  &  Co.,  14" 

78.    14,    73.    14.    74.    14.    369 
7  5,    16.    «tt,    13.  70 

**  Gunpowder,  "  Chinaman  " 

j  83.    16,    82.    15,    331 

1  85.    16.    81.    16,        60 

4IBag8  Coffee,  Java,  "A.  B." 

I  128,4       116,4      494 

131,    4      130.    4  16 

2l  "  Laguyra,  "C.  T." 

;  228 

I  113.  411C.4  8 

5  Boxes  (10c.)  Laundry  Soap,  60  ea. 
Doz.  B.  L.  Brushes,  ~^     j^ 
Cartage 


E.  J. 
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2.    FOREIGN    INVOrCE. 


Glas(;ow,  5th  Aug.,  1876. 
Invoice  of  one  Package,  marked  and  numbered  as  per  margin, 
shipped  as  per  Hihen>ian.  <S.  /S.  from  Glascfoiv,  for  and  on  account  of 
Messrs.  G.  C.  Holton  .€•  Co.,  Toronto,  Canada. 

Bought  of  ARTHUR  &  CO. 

London  Warehouse,  Old  'Change.  \         G.  C.  H.  &  Co.         No.  238. 
Bradford  Warehouse,  Grange  St.  )  T. 


1 

4 

Pes  Check  Wincey 

£  s.    d. 

£  s. 

d. 

56i,  /,,  57i 

228 

6 

5  14    0 

2   4 

"      56i,  57,  58,  59 

230i 

n 

7    8  10^ 

3    1 

"    Shepherd 

5()| 

8 

1  13    8  i 

4   2 

5U,  54 

105^ 

9* 

4    3    6 

30;  « 

"   All  Wool  Tartan, 

29     •■*       2 

237^ 

KH 

13    7     2 

35 

6 

"   Clan  Serge, 

1 

'^'^'    40'    42>    "^^ 

246 

16f 

:17    3    4i 

1 

"   Super  " 

42i 

16| 

1  2  19     0 

Box  and  Cartage 

1       15     6 

1 

1 

£53 

5    1 

ORDERS. 

An  Order  is  a  written  request  to  deliver  or  pay  goods  or  money 
on  account  of  the  person  signing  the  request.  The  signature  is  a 
voucher  that  the  signer  gave  the  order,  and  that  he  is  responsible 
for  the  payment  of  what  is  ordered.  When  an  Order  is  received 
and  accepted,  an  entry  should  be  made  charging  the  signer  ;  and  if 
the  Order  is  for  the  benefit  of  a  third  party,  it  i*  well  to  mention  in 
the  entry  the  name  of  the  person  to  whom  the  goods  or  money  is 
delivered.  The  Order  sliould  be  kept  until  settlement  is  made,  as 
it  is  a  confirmation  of  the  charge. 


ORDER   FOR   GOODS. 

Montreal,  Jan.  Ic^  1877. 
Messrs.  Page,  West  &  Co. 

Gentlemen, — Please  deliver  to  A.  L.  Cathcart,  or  Bearer,  Fifty- 
seven  Dollars,  in  goods  from  your  store,  and  charge  to  the  account 
of  B.  a  SANDERK 

^7. 
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BOOK-KEEPING. 

ORDER   FOR    MONET. 

Mr.  W.  J.  Gage.  '^*''^"*°'  ^^"-  2°^,  1877. 

Pleage  pay  to  A.   H.  Jones,  r,r  Order,  One  Hundred  and  Ten 
Dollars,  and  charge  the  same  to  my  account. 

^^^^'  PETER  COOPER. 

DUE  BILLS. 

•  ^  ?"1 5^4  ^»*  written  acknowledgment  of  a  debt.  When  it  is 
intended  that  a  Due  Bill  should  be  paid  at  a  definite  time  in  the 
future,  the  date  of  payment  should  be  specified. 


DUE   BILL  FOR  MONEY. 

n„«  Q  1  r<i        i.         ,  Hamilton,  Jan.  9th,  1877. 

Due  Samuel  Clare,  for  value  received.  One  Hundred  Dollars 

*^"^-  GEO.  H.  CAMP. 

DUB    BILL    FOR  GOODS. 

r\„^  Q     *    J  T.  rw,  Kingston,  Jan.  3rd,  1877. 

Due  Sanford  Farmer,  Twenty  Dollars  in  good^  from  our  store. 

^^^-  ROSS  d:  BAIN. 

PROMISSORY  NOTES. 

A  Promissory  NoU  is  a  written  promise  to  pay  uncondiiiondh, ,  and. 
at  all  events,  a  specified  sum  of  money.  ^'        ' 

When  a  Note  is  given  or  received,  it  should  be  entered  in  the 
person's  account  with  whom  the  transaction  occurs,   in  the  same 

Tcou^t  "1:TI::T  '^  T'T^-  ^^^  ^^*^  ^ettlesso  much  of"h 
account,  and  may  change  hands  many  times  before  it  becomes  due 
and  It  must  be  paid  to  the  holder.     Should  suit  be  brou<.ht  becaisa 

account  '      ""'^^^  ^'  ^''"^^*  "P""  *^^  "'^^^^  ^"«^^^^  of  upon  the 


$100. 


FORMS  OF  NOTES. 

NEGOTIABLE    WITHOUT  INDORSEMENT. 

London,  Oct.  8th,  1876. 


Wearer,  One  Hundred  Dollars,  value  received. 

^        THOMAS  WILLIAMH. 
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$100. 


BOOK-KEEPING. 

NIGOTIABLE   BY    IMDORSBMENT. 

Hamilton,  Oct.  28th,  1876. 


Three  months  after  date  I  promise  to  pay  S.  Clare,  or  Order, 
One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


i   IV 


i 


} 


i;:i 


-It 


$100. 


NON-NBGOTIABLB, 

Toronto,  Oct.  28th,  1876. 


Three  months  after  date  I  promise  to  pay  George  Dean  One 
Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


$100. 


PAYABLE   ON   DEMAND. 

Kingston,  Oct.  28th,  1876. 


On  demand  I  promise  to  pay  Messrs.   Jones  &  Brown,  or 
Bearer,  One  Hiindred  Dollars,  value  received, 

THOMAS  WILLIAMS. 


PAYABLE   AT  BANK. 


$100. 


Bradford,  Nov.  5th,  1876. 


Three  months  after  date  I  promise  to  pay  John  Smith,  or 
Order,  at  the  Bank  of  Commerce  here,  One  Hundred  Dollars,  value 
received. 

FETER  J.   WILSON. 


PAYABLE   AT   BANK,   WITH    INTEREST. 

Belleville,  Oct.  28th,  1876. 
$342.42. 

Three  months  after  date  we  promise  to  pay  Messrs.  East  & 
West,  or  Order,  at  the  Merchants'  Bank  of  Canada,  here,  Three 
Hundred  and  Forty  Dollars  and  Forty-two  Cents,  with  Interest  at 
aeven  per  cent,  per  annum,  value  received. 

SMITH,  JONES  db  CO. 
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JOINT    NOTK. 


$300. 


Montreal,  Jan.  1st,  18 


Three  months  after  date  we  jointly  promise  to  pay  R,  Brown, 
or  Order,  Three  Hundred  Dollars,  value  received. 

E.  T.  UAMLY. 
J.  G.  fiUEUUY. 


JOINT    AND    SEVERAL    NOTE. 

Port  Hope,  Oct.  28th,  1870. 
$210 

Ninety  days  after  date  we  jointly  and  severally  promise  to  pay 
Geo.  Wallbridge,  or  Order,  Two  Hundred  and  Ten  Dollars,  value 
received. 

JOHN  BROWN.  \ 

WILLIAM  BROWN.  ^ 


DRAFTS. 

A  Draft  is  an  unconditional  written  Order,  addressed  by  A.  B. 
to  C.  D. ,  directing  him  to  pay  E.  F.  a  certain  sum  of  money.  A.  B. 
is  said  to  draw  on  C.  D.  in  favor  of  E.  F.  A.  B.  is  called  the 
Drawer,  CD.  the  Drawee,  and  E.  F.  the  Payee.  A.  B.  may  direct 
the  money  to  be  paid  to  himself,  in  which  case  he  is  Paj'^ee  as  well 
as  Drawer. 

To  make  it  an  obligation  on  the  part  of  C.  D.  he  must  accept  it, 
which  is  commonly  done  by  writing  the  word  "  accepted  "  and  his 
name  across  the  face  of  it. 

Drafts  may  be  made  payable  at  a  certain  time  after  date,  a  cer- 
tain time  after  sight,  at  sight,  or  on  demand.  It  is  usual,  and 
advisable,  to  present  for  acceptance  all  Drafts  we  receive,  except 
those  payable  on  demand.  With  regard  to  those  payable  at  a  cer- 
tain time  after  sight,  and  even  those  payable  at  sight  when  days  of 
grace  are  allowed,  presentment  for  acceptance  is  absolutely  nccks- 
saky,  in  order  to  fix  the  date  of  payment,  for  which  purpose  the  date, 
of  acceptance  must  also  be  written. 


$75. 


FORM    o¥   SIGHT   DRAFT. 

Cobourff.  Jan.  1st.  1877 


At  sight,  pay  Henry  Campion,  or  Order,  Seventy-livo  Dollars 
and  charge  to  account  of 

JAMES  JOHNSON. 
To  A.  R.  Hammer, 

Whitby,  Ont. 


■  it 


i: 


'I 

: 


til 


£ 


BOOK-KEEPING. 


TIME    KRAFT, 


$200. 


Toronto,  Not.  1st,  1877. 


Thirty  days  after  date  pay  to  the  Order  of  W.  R.  Lingham, 
Two  Hundred  Dollars,  value  received,  and  charge  to  the  account  of 


To  Isaac  East, 

Oshawa,  Ont, 


S.  T.   VANCE. 


\n 


M 


$257. 


TIME   RECKONED   AFTER  SIGHT. 

Hamilton,  Jan.  3rd,  1877. 


Thirty  days  after  sight  pay  to  the  Order  of  VV.  R.  Lingham, 
Two  Hundred  and  Fifty-seven  Dollars,  value  received,  and  charge 
to  the  account  of 

&.  T.   VANCE. 
To  Isaac  East, 

Oshawa,  Ont. 


QUESTIONS  FOR  REVIEW, 

FORMS   OF  BUSINESS  TAPERS. 

What  should  be  understood  concerning  the  papers  used  in  business  ? 
What  ability  should  be  acquired  ?  What  is  a  Receipt  ?  Why  should 
Receipts  be  preserved  ?  Give  the  wording  of  a  Receipt  for  payment  on 
account.  A  Receipt  in  full  of  account.  A  Receipt  in  full  of  all  de- 
mands. A  Receipt  for  a  particular  bill.  A  Receipt  for  borrowed 
money.  A  Receipt  in  full  for  services.  A  Receipt  for  a  note.  A  Re- 
ceipt for  rent.  For  interest  due  on  a  mortgage.  For  payment  by  the 
hand  of  a  third  party.  What  is  a  Bill  of  Goods  ?  What  is  an  Invoice  ? 
Of  what  use  is  a  Bill  of  Goods  ?  How  are  Invoices  usually  preserved  ? 
Write  a  Non -receipted  Bill  of  Goods.  A  Receipted  Bill.  A  Bill  paid 
by  Note.  What  is  an  Order  ?  Of  what  is  it  a  voucher  ?  (live  the 
form  of  an  Order  for  Goods  for  another  person.  An  Order  for  Money. 
An  Order  for  Goods  for  yourself.  What  is  a  Due  Bill  ?  Write  a  Due 
Bill  payable  in  money.  A  Due  Bill  payable  in  Goods.  What  is  a  Pro- 
missory Note  ?  What  should  be  done  when  a  Note  is  given  or  received  ? 
In  what  book  is  a  full  description  of  Notes  entered  ?  Give  the  form  of 
a  Note  negotiable  without  indorsement.  A  Note  negotiable  by  indorse- 
ment. A  non-negotiable  Note.  A  Note  payable  on  demand.  Payable 
at  bank.  A  Joint  Note.  A  Joint  and  Several  Note.  What  is  a  Draft  ? 
When  are  Drafts  made  payable  ?  When  made  payable  at  sight,  or  a 
certain  time  after  sight,  what  should  be  done  to  fix  the  date  of  pay- 
ment ?  How  is  a  Draft  accepted  ?  Give  an  example.  What  should 
also  be  written  if  the  Draft  is  drawn  payable  at  sight  or  after  siglit  ? 
Give  the  form  of  a  Sight  Draft.  A  Time  Draft.  A  Draft  where  time  is 
reckoned  after  sight. 
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DOUBLE  ENTRY. 


INTRODUCTION. 
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A  COMPLETE  set  of  accounts,  .is  the  pupil  is  already  aware, 
should  furnish  the  means  of  readily  determining — 

1.  Tlie  Present  Financial  Position,  by  showing  the 

present  Assets  and  Liabilities. 
II.  How  this  position  has  been  attained,  by  showing 
the   Original    Capital   and  the  subsequent  Gains  and 
Losses. 
As  the  result  in  the  latter  case  must  be  the  same  as  in  the 
former,  the  problem  for  the  pupil  may  be  thus  stated  : — 

"  (rlren,  the  Ji)umcinl  condition  of  a  business  at  the  beginning  of  a 
certain  period,  the  transactions  dnring  the  period,  and  the  value  of 
the  goods  remaining  at  the  end ;  it  is  required  to  record  and  classify 
tliese  various  items,  so  as  to  exhibit  the  financial  condition  at  the 
end.  First,  from  a  statement  of  Assets  and  Liabilities  at  that 
time  ;  second,  from  a  statement  of  the  Gains  and  Losses,  in  cc  .nec- 
tion  ivith  the  Original  Capital ." 

He  has  seen  that  the  Single  Entry  Ledger  contains  only 
-per.^cmd  accounts,  and  that,  even  with  the  aid  of  the  Cash  Book 
and  Bill  Book,  it  is  not  competent  to  do  more  than  comply 
with  the  first  requirement.  It  is,  therefore,  as  a  system, 
ijiiperfeAi. 

He  has  also  seen  that  Double  Entry  supplies  the  defect  of 
Single  Entry,  by  keeping  accounts  not  only  with  the  persons 
with  whom  business  is  transacted,  but  also  with  every  form  of 
ralue  exchanged,  and  witli  every  source  of  receipt  and  expenditure. 
It  thus  shows,  in  addition  to  all  that  Single  Entry  does  (even 
with  the  aids  above  mentioned),  the  various  channels  through 
which  the  gains  and  losses  have  been  made  ;  thereby  afford- 
ing, not  only  presumptive  evidence  of  the  correctness  of  the 
work,  but  also  a  basis  upon  which  to  plan  future  enterprises. 
Double  Entry,  therefore,  meets  both  requirements, 
and  consequent Iv  reconmiends  itself  as  a  perfect  system  of 
Account  Keeping. 

Such  a  problem  as  the  one  just  stated  the  pu]ul  has  already 
solved  in  the  example  of  connected  accounts,  or  l)()uble  Entry 
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Ledger,  ai^  we  may  call  it,  pages  22-25.  One  of  the  methods 
recommended  for  doing  that  exercise  was — to  take  one  trans- 
action, make  the  proper  entries  in  the  two  accounts  aflfected  by 
it,  and  then  proceed  to  the  next.  As  all  the  transactions  were 
on  account,  a  personal  account  was  affected  in  each  case.  And 
he  will,  no  doubt,  remember  that  every  time  he  debited  a  per- 
sonal account,  he  credited  with  an  equal  amount  an  impersimal  one 
(one  in  the  name  of  a  tJmig,  not  of  a  person)  ;  and  similarly, 
every  time  he  credited  a  personal  account  he  debited  an  im- 
personal one  with  the  same  amount.  A  constant  equilibrium 
of  debits  and  credits  was  thus  kept  up.  This,  indeed,  is  a 
fundamental  principle  of  Book-keeping  by  Double 
Entry.  For  every  dollar  and  cent  placed  on  one  side  of  the  Led- 
ger, there  mw^t  he  just  as  many  dollars  and  cents  placed  somewhere 
on  the  other  side. 

Whatever  differences  there  may  be  in  the  working  out  of 
the  following  sets,  the  pupil  will  observe  that  they  are  merely 
peculiarities.  The  same  general  principle  runs  through  the 
whole.  The  particular  method  or  form  in  which  books  are 
kept  is  not  essential,  so  long  as  it  conforms  to  the  principle  of 
equal  debit  and  credit. 


i  I'- 


ll 


BOOKS   USED. 

If  we  sell  goods  to  Benjamin  Worth,  without  receiving  at 
the  same  time  anything  in  return,  the  two  Ledger  accounts 
affected  are  Benjamin  Worth  and  Merchandise,  and  we 
may,  if  we  like,  at  once  debit  Benjamin  Worth,  and  credit 
Merchandise,  without  previously  entering  the  transaction  in 
any  other  book.  The  Ledger,  indeed,  is  not  only  the  principal 
book,  but  it  may  be  said  to  be  the  onhi  essentially  necessary  one. 
If  other  books  are  used  in  addit'^^ii,  the^  are  for  convenience 
only,  and  are,  in  general,  suoservient  and  contributory  to  it. 
When  the  pupil  finds  that  their  use  promotes  the  neatness, 
condensation  and  accuracy  of  the  Ledger,  he  will 
gladly  avail  himself  of  them  as  they  are  introduced,  and  keep- 
ing always  in  mind  the  grand  result  he  is  aiming  at,  he  will 
have  little,  if  any,  difficulty  in  comprehending  their  nature. 
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BOOK-KEEPING. 


BOOKS  USED  IN  SET  I. 

The  books  used  in  the  First  Set  are  the  Day  Book, 
Journal  and  Ledger.  These  are  commonly  called  principal 
books,  in  relation  to  others,  called  auxiliary  books,  about  which, 
however,  the  pupil  need  not  trouble  himself  at  present. 

DAY  BOOK. 

This  'lOok  is  sometimes  called  The  Blotter,  and  it  is  not  an 
inappropriate  name  for  some  people's  Day  Books.  It  should 
contain  a  concise  and  comprehensive  history  of  the  merchant's 
business  transactions  ;  commencing  with  an  inventory  of  his 
effects,  and  the  debts  due  him  ;  also  of  the  debts  due  by  him 
to  others. 

After  this  his  business  transactions  should  be  recorded  at 
the  time  and  in  the  order  in  which  they  occur.  Every  entry 
should  embrace  the  following  particulars  : — 1st,  the  date;  2nd, 
the  person  or  account ;  3rd,  what  you  have  bought  or  sold, 
paid  or  received  ;  4th,  the  terms  of  payment ;  5th,  the  articles, 
quantities,  prices  and  amounts. 

In  writing  this  book,  everything  should  be  clearly  expressed 
in  as  uniform  a  style  as  possible,  and  the  use  of  ambiguous 
words  and  phrases  carefully  avoided. 

JOURNAL. 

The  purpose  of  the  Journal  is  to  state,  with  regard  to  every 
Day  Book  entry,  which  accounts  in  the  Ledger  are  to  receive 
entries,  on  which  side  of  the  account,  and  for  how  much ;  so 
that  the  posting  to  the  Ledger  may  be  rendered  more  easy, 
and  less  liable  to  error. 

In  journalizing  any  Day  Book  entry,  therefore,  the  three 
questions  to  be  decided  upon  are — Which  accounts  are  affected  1 
On  which  side  ?  and.  For  what  amount  ?  If  the  pupil  has 
mastered  the  two  chapters  on  Examples  of  Accounts,  pages  12 
to  30,  he  will  have  little,  if  any,  difficulty.  If  he  has  not  mas- 
tered them,  he  will  do  well  to  read  them  again  very  carefully. 

In  any  given  set  of  transactions,  before  applying  the  above 
questions,  we  must  settle  upon  the  names  of  the  accounts  we 
intend  to  open.     For  instance,  in  the  First  Set  we  are  dealing 
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in  two  kiiuls  of  Wheat  and  two  kinds  of  Flour.  We  are  at 
liberty  to  include  all  these  under  the  head  of  Merchandise  ;  or 
both  kinds  of  flour  under  the  head  of  Flour,  and  both  kinds  of 
wheat  under  the  head  of  Wheat ;  or  to  have  four  accounts, 
one  for  each  kind  of  tlour  and  one  for  each  kind  of  wheat.  In 
this  Set  the  second  course  is  adopted. 

A  little  reflection  will  point  to  the  accounts  afTected. 
We  shall  be  directed  to  the  side  afTected  by  asking — If  it  be 
a  personal  one, — ^^Did  he  receivit  from  as  or  ddioer  to  us  i  "  If  it 
be  an  if?^<personal  one, — "  Did  we  rccelro  the  tiling  or  part  ivifh 
it  ?  "  With  regard  to  those  impersonal  ones  which  show  loss 
or  gain,  as  Merchandise,  and  especially  Interest  and  Expense, 
the  question,  "  Did  the  thing  cost  us  value  or  produce  us  value  1  " 
may  indicate  more  clearly  to  some  minds  the  side  affected. 
The  pupil  will  observe,  however,  that  this  is  only  a  modified 
form  of  the  previous  question.  For  the  thing  which  has  cost 
us  value  must  have  been  received,  and  that  which  has  produced 
us  value  must  have  been  parted  with. 

In  the  entry,  January  2,  "  Sold  James  Rimmer,  Wheat  on 
account,  $150,"  it  is  evident  that  the  two  accounts  affected  are 
James  liimmer  and  IFlieat.  As  he  is  the  receiver,  his  account 
must  be  debited ;  and  as  wheat  has  been  parted  with,  Wheat 
account  must  be  credited.  This  may  be  indicated  in  the  Jour- 
nal in  several  ways,  for  example : — 


James  Rimmer,  Dr. 

150 

00 

Wheat,  Cr. 

15000 

Or, 

1 

i 

James  Rimmer,  Dr. 

150:00; 

To  Wheat 

150,00 

Or, 

\ 

James  Rimmer 

150 

00 

1 

Wlieat 

' 

■ 

i   150  00 

1 

There  are  several  other  ways  of  indicating  in  the  Journal 
what  are  to  be  the  Ledger  entries,  but  whichever  is  ado])ted, 
they  all  mean  simply  that  $150  is  to  ))e  entered  on  the  debit 
side  of  James  Rimmer's  account,  and  the  same  amount  on  the 
credit  side  of  Wheat  account. 

In  the  entry  of  the  same  date,  "  Bouixht  of  Wm.  liiiigham, 
Flour,  for  Cash,  $;]00,"  the  accounts  aliccted  arc   Flour  and 
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('ash  ;  Flour  on  the  dehU  side  because  it  came  in,  Cash  on  the 
cralit  side  because  it  we)it  mit.  Wm.  Linghani's  account  is  not 
ojfccfed^  because  his  relation  to  us  as  Dr.  or  Cr.  is  not  changed 
by  the  transaction  ;  and,  therefore,  we  need  not  make  any 
•entry  in  his  account.  We  may  ;  but  if  we  do,  we  shall  have 
to  credit  him  with  the  Flour  he  has  delivered  to  us,  and  then 
ilobit  liim  with  the  Cash  he  has  received  from  us.  And  these 
two  enti'ies,  being  equal  in  amount,  would  have  the  same  effect 
.i.ipon  the  account  as  if  no  entry  had  been  made. 

Two  (immuts  at  least  will  generally  be  affected  in  any  trans- 
action. There  may  b*^  more.  In  the  opening  entry,  January 
[fit,  four  accounts  are  atl'ected — Cash,  Flour  and  Wheat  on  the 
Dr.  side,  because  all  these  came  into  the  business  ;  and  the 
proprietor's  account  on  the  Cr,  side,  because  he  put  them  into 
the  business.  Adopting  the  second  mode  of  Journal  entry, 
and  using  the  term  Stock  to  represent  the  proprietor,  instead 
of  using  his  own  name,  the  proper  Ledger  entries  will  be  thus 
indicated  : — 


-■  pfr 


Cash 

Flour 

Wheat 


Dr. 


To  Stock 


4000 
1000 
3000 


50 

00 
00 


8000 


50 


'M 


We  have  adopted,  for  the  present,  the  second  mode  of  jour- 
nalizing, for  a  reason  which  will  be  better  appreciated  when 
we  speak  of  the  Ledger.  We  must,  however,  caution  the  pupil 
against  attaching  to  the  word  "  To,"  in  the  expression  "  James 
Rimmer,  Dr.  to  Wheat,"  the  meaning  which,  from  the  ordinary 
use  of  language,  would  naturally  suggest  itself.  The  plain, 
naked  fact  is,  that  James  Rimmer  is  Dr.  to  us  for  Wheat.  If 
we  had  this  Journal  entry,  *'  Charles  Adin  Dr.  to  Benjamin 
Wwih,"  it  would  simply  mean  that  Charles  Adin  is  Dr.  in 
relation  to  us,  and  that  Benjamin  Worth  is  Cr.  in  relation  to 
us.  We  have  nothing  to  do  in  our  books  with  the  relation  of 
outside  parties  to  one  another  as  Dr.  or  Cr.,  but  only  with  the 
relation  of  these  parties  to  us.  Indeed,  so  far  as  these  two  per- 
sons are  concerned,  the  meaning  we  would  naturally  attach  to 
the  expression  is  the  very  opposite  of  the  fad.  For,  the  circum- 
stance which  originated  the  entry  (which  may  have  been  our 
giving  to  ('harlcs  Adin   our   order  or  draft  upon  Benjamin 
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Wortli)  would  actually  mako  llnijdiniii  Worth  tkr  Dr.  of  Clhirlfs 
A  din. 

The  pupil  cannot  fail  to  havo  o])S('rvo(l  that  his  ability  t(> 
journalize  any  transaction  must  depend  entirely  upon  his  know- 
ing what  entries  should  be  made  in  the  Ledger,  and  this 
depends  upon  his  having  a  clear  idea  of  the  nature  of  the 
diiferetit  Ledger  accounts. 

The  name  of  this  book,  Journal,  is  not  suggestive  of  its 
use.  From  ^\jour,"  French  for  dni/,  it  is  synonymous  with 
Day  Book,  and  ivas  appropriate  when  it  was  the  practice  in 
the  Journal  not  merely  to  indicate^  the  proper  Ledger  entries, 
but  to  add  the  full  details  of  the  transactions  from  the  book  of 
<m(jinal  entry,  then  called  the  Waste  Book. 


LKDGER. 


50 


If 


The  Ledger  is  the  book  in  which  the  transactions,  scattered 
through  the  Day  Book  without  order  as  to  kind,  are  arranged 
under  distinct  and  appropriate  heads,  called  accounts.  The 
amount  put  into  the  business  by  the  proprietor,  or  taken  out 
by  him,  is  J9if^  under  His  own  name,  or  under  the  name  ol 
Stock,  or  Capital  ;  every  item  affecting  the  debit  or  credit, 
on  account,  of  any  particular  person  towiirds  us  is  placed  under 
that  person's  name  ;  all  receipts  and  payments  of  cash,  under 
the  head  of  Cash  ;  others'  notes  received  and  disposed  oi, 
under  the  head  of  Bills  Receivable  ;  our  notes  issued  and 
redeemed,  under  the  head  of  Bills  Payable  ;  purchases  and 
sales,  under  Merchandise  ;  and  incidental  outlay,  under 
Expense. 

It  has  already  been  remarked  that  the  proper  entries  might 
be  made  in  the  Ledger  at  the  time  of  the  transaction,  without 
being  entered  in  any  other  book  whatever.  Two  inconve- 
niences, however,  would  follow.  The  Ledger  would  have  to 
contain  the  details  of  the  transaction,  whicli  would  make  the 
accounts  very  unwieldy  ;  and  in  the  hurry  of  business  it  would 
be  impossible  to  make  the  original  entries  in  the  Ledger  so 
neatly  as  is  desirable.  By  first  entering  the  particulars  of  the 
transaction  in  the  Day  Book,  we  need  only  transfer  the  amount 
to  the  Ledger,  with  a  word  or  two  to  explain  the  entry  ;  and 
the  transferring  or  posting  to  it  can  be  done  at  leisure. 

The  original  entries  being  made  in  the  Day  Book,  they  may 
he  transferred  to  the  Ledger  without  the  aid  of  the  Journal  ; 
and  in  mod«rn  practice,  where  the  original  entries  are  so  m'd*h\ 
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that  the  purchases,  sales,  cash  receipts  and  payments,  are  kept 
separate  trom  one  another,  it  is  unnecessary.  Its  introchiction, 
however,  into  the  preliminary  sets,  will  m.ore  deeply  impress 
upon  the  mind  of  the  pupil  the  princqik  of  equal  dchits  and 
crtdlls ;  and  when  it  is  formally  disi)ensed  with  he  will  more 
clearly  see  that  its  essence  is  reiaincd  in  the  peculiar  mode  of 
making  the  original  entries. 

Names  and  Oiu)K11  ok  the  AccoiiNTS.— The  pupil  nec^d 
scarcely  be  told  that  the  Journal  contains  the  names  of  all  the 
accounts  that  are  to  be  o[)ened  in  the  Ledger.  Although  in 
practice  it  is  usual  to  give  a  page  to  each  account,  we  will 
a})portion  to  each,  only  so  much  space  as  is  necessary.  In  text- 
books genei-ally  no  definite  order  is  observed,  but  as  advantage 
may  result  from  attention  to  this  matter,  we  will  take  first, 
Stock ;  after  that,  all  the  accounts  which  show  an  asset  or  a 
liability,  beginning  with  the  most  available  asset ;  and  lastly, 
those  showing  a  loss  or  a  gain.  We  shall  thus  have  the  accounts 
of  the  First  Set  in  the  following  order,  namely  : — Stock,  Cash, 
Bills  Jxeceivable,  Bills  Payable,  Personal  Accounts,  Flour, 
Wheat,  Expense.  The  headings  should  be  written  in  a  clear 
text-hand,  and  the  abbreviations,  Dr.  and  Cr.,  may  be  placed 
at  the  top  of  the  page  only. 

Posting. — Transferring  an  entry  from  any  book  to  the 
Ledger  is  termed  posting,  the  word  ^^post,'*  as  a  verb,  meaning 
simply  to  put,  to  place.  If  the  posting  be  done  direct  from  the 
Day  Book,  it  is  an  intellectual  operation,  because  for  each  separ- 
ate Day  Book  entry  we  have  to  tlwtJc  which  account,  and  which 
side  of  it,  is  atiected.  But  all  the  thinki7ig  has  been  done  in 
journalizing,  and  the  results  are  so  registered  in  the  Journal, 
that  posting  from  it  is  reduced  to  a  mere  mtchanical  operation. 

The  first  Journal  entry  is  a  plain  direction  that  Cash,  Flour 
and  Wheat  are  to  be  debited  respectively  with  the  amount 
placed  opposite  to  them,  and  that  Stock  is  to  be  credited  with 
the  amount  placed  opposite  to  it.     Thus : — 


Dr. 


Cash. 


Cr. 


1877 
Jan.     1 


To  Stock 


4000;50 


i'Hi|: 


108 


Dr 

1.S77 
Jan. 

i 

t 
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Flour. 

Cr. 

1                 !     ! 
1  To  Stock  i 

1 

3000  00 

1 

Dr.                               Wheat.                              Cr. 

1877 
Jan. 

1  To  Stock 

11000  00 

i 

1 

Dr.                                Stock.                                Cr. 

1 

1877 
Jan. 

1  By  Sun 
dries 

8000 

50 

Instead  of  the  word  "  Sundries,''  we  could,  if  we  had  chosen, 
have  writ'^f^n  "  Cash,  Flour  and  Wheat."  But  it  is  usual,  when 
there  is  l  )re  than  one  account  to  name,  to  write  "  Sundries," 
meaninfic  several  accounts. 

The  narrow  column  to  the  left  of  the  money  column  in  the 
Ledger  is  for  the  Journal  page.  As  soon  as  each  Ledger  entry 
is  made,  the  page  of  the  Ledger  should  also  be  put  in  the  second 
column  of  the  Journal.  This  shows  that  the  item  is  posted, 
and  also  the  page  of  the  Ledger  on  which  the  account  is  found. 

Although  in  the  Journal  entries  we  have  named  the  debit 
account  first,  we  are  at  perfect  liberty  to  name  the  credit 
account  first.     We  can  say — 

Flour  Dr,  to  Cash, 

or. 
Cash  Cr.  by  Flour. 

So  far  ai5  the  fact  is  concerned  which  originated  the  entry, 
they  both  mean  that  Flour  came  in  and  Cash  icent  out.  So  far 
as  the  operation  to  he  perfm'med  in  the  Ledger  is  concerned,  they 
both  direct  that  Flour  Account  is  to  be  debited,  and  Cash 
Account  credited. 

Reading  the  Ledger  entries  by  giving  ihe  name  of  the 
account  first  with  Dr.  or  Cr.,  according  as  the  entry  is  a  debit 
or  credit  one.  the  pupil  will  observe  that  every  debit  entry 
vnll  read  like  the  Journal,  word  for  word,  and  every  credit  entry 
will  read  as  the  Journal  ivoidd  read  if  written  with  the  credit 
account  first. 
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The  following  Set  is  worked  out  in  full,  in  order  to  show 
the  pupil  the  proper  form  of  carrying  the  transactions  through 
the  different  books,  and  should  be  thoroughly  understood  in 
every  particular  before  proceeding  further. 

The  transactions  are  first  taken  from  the  "  Record,"  (which 
is  supposed  to  be  a  memorandum  of  the  merchant's  business 
transactions  in  the  date  and  order  of  their  occurrence,;  and 
arranged  properly  in  the  Day  Book,  after  which  they  are  jour- 
nalized and  posted. 

A  faithful  adherence  to  the  foregoing  instructions  and  illus- 
trations will  enable  the  pupil  to  record,  readily  and  correctly, 
the  following  exercise,  which  should  be  first  written  on  Skeleton 
paper  prepared  for  that  purpose,  or  on  blank  paper  ruled  up  by 
the  student  himself. 


n'J 


SET  I.— PRODUCE  BUSINESS. 

It  IS  expected  that  the  student  will  not  merely  copy  the 
•exercises  in  connection  with  this  Set,  but  that  he  will  work 
them  out  for  himself  according  to  the  forms  given. 

RECORD   OF  TRANSACTIONS. 

Toronto,  January  1,  1877. 
Commenced  business,  investing  as  follows : — Cash  - 
500  bbls.  Extra  Flour,  at  $6 
800  bush.  Fall  Wheat,  at  $1.25  - 
Jan.  2.  Bought  of  W.  Lingham,  for  cash,  50  bbls. 
Superfine  Flour,  at  $6      - 
Sold  James  Rimmer,  on  acc't,  100  bush.  Fall 

Wheat,  at  $1.50 

Bought  of  H.  Corby,  on  my  note,  200  bush. 

Spring  Wlieat,  at  $1 

Sold  Robert  Thompson,  on  acc't,  400  bush. 

Fall  Wheat,  at  $1.50        -        .        .        . 

Bought  of  W.  Lingham,  on  my  note,   100 

bbls.  Superfine  Flour,  at  $6.50- 

"    Boui^jht  of  James  Wilson,  for  cash,  200  bush. 

Fall  Wheat,  at  $1.50         .... 

4.  Sold  John  Smith,  for  his  note,  100  bush. 

Fall  Wheat,  at  $1.75         .        -        .        . 
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$4000  50 
3000  00 
1000  00 

300 

00 

150 

00 

200 

CO 

GOO 

00 

050 

00 

300 

00 

175 

00 

i 


1877. 

Jan.  4. 

"     5. 


<< 


6. 


U         (( 

"     8. 
"     9. 
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10. 
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Received  of  James  Rimmer,  on  acc't,  Casfi  - 
Bought  for  cash,  400  busli.  Fall  Wheat,  at 

$1.40 

Sold  James  Johnson,  for  note,   100  bush. 

Spring  Wheat,  at  $1.20  -  -  .  - 
Bought  of  H.  Corby,  on  acc't,  500  bbls.  Extra 

Flour,  at  $6 

Sold  James  Miller,  on  acc't,  200  bbls.  Extra 

Flour,  at  $6.50  -  -  .  .  . 
Sold  for  cash,  100  bush.  Sp'g  Wheat,  at  $1.25 
Sold  James  Rimmer,  on  acc't,  200  bush.  Fall 

Wheat,  at  $1.40  -  .  .  .  . 
Received  of  James  Miller,  his  note  in  full 

of  acc't 

Paid  cash  for  sundry  items  of  expense 
Sold  Robert  Thompson,  on  acc't,  250  bush. 

Fall  Wheat,  at  $1.50 
Bought  of  W.  Lingham,  on  acc't,  450  bush. 

Spring  Wheat,  at  $1 
Paid  H.  Corby,  cash  on  acc't 
Sold  Robert  Brown,  200  bush.  Spring  Wheat, 

at  $1.25 

100  bush.  Fall  Wheat,  at  $1.30  - 
Received  in  payment,  his  note  for  $150,  cash 

for  balance,  $230. 
Bought  of  W.  Lingham,  on  my  note,  50  bbls. 

Extra  Flour,  at  $6.30       - 
Paid  cash  for  my  note  of  the  3rd  inst,,  favor 

of  W.  Lingham  .  .  .  .  - 
Sold  J.  Rimmer,  on  acc't,  200  bbls.  Extra 

Flour,  at  $7 

Paid  cash  in  full  for  my  note,  favor  H.  Corby 
Received  of  R.  Thompson,  cash  in  full  of  acc't 
Received  cash,  in  full  for  J.  Smith's  note  of 

the  4th  inst. 

Gave  H.  Corby  my  note  on  acc't 

Bought  of  W.  Lingham,  on  acc't,  550  bush. 

Spring  Wheat,  at  $1 
Sold  J.  Rimmer,  on  acc't,  150  bbls.  Super- 
fine Flour,  at  $8 

Received  cash,  in  full  for  J.  Johnson's  note 

of  the  5th  inst. 

Paid  sundry  expenses  in  cash      -        -        - 
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$100  00 

560 

00 

120 

00' 

3000 

0(1' 

1300 

0(j> 

125 

CO 

280 

00 

1300 

00 

25 

50 

275 

00 

450 

00 

1000 

00 

250 

00 

130 

00 

ol5 

00 

650 

00 

1400 

00 

200 

00 

975 

00 

175 
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00 
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00 

1200 

00 
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00 
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BOOK-KEEPINCJ. 


INVENTOKY   OF  GOODS    REMAINING    UNSOLD. 


600  bbls.  Extra  Flour,  at  $6.00 
00     "  "  6.30 


200  bush.  Fal]  Wheat,        1.25 

50     "  "  1.40 

800  «   Spring  Wheat,  1.00 


I3G00  00 
315  00 

250  00 

70  00 

800  00 


3915  00 


1120  00 


SPECIMEN  DAY  BOOK. 


TO   THE  PUPIL. 


After  becoming  familiar  with  the  preceding  instructions,  you 
may  write  up  the  Day  Book  according  to  the  following  form, 
then  lay  aside  the  printed  book,  and  on  a  sheet  of  waste  paper 
journalize  the  entries  of  the  Day  Book,  after  which  compare 
with  the  printed  Journal  to  see  if  you  have  journalized  cor 
rectly  j  then  post  to  the  Ledger  as  directed  in  explanations  on 
posting,  independent  of  the  printed  book,  and  make  out  your 
Trial  Balance  and  Statements. 

The  check  mark  ( v^)  is  to  show  that  the  entry  to  which  it  is 
placed  is  journalized.  It  should  be  made  immediately  after 
journahzing-  wez'er  before. 


Toronto,  January  1st,  1877. 


(1) 


* this  day  commences  the 

Produce  Business  at  No.  128  Front 
Street,  renting  store  from  F.  John- 
son, and  investing  as  follows  : — 

Cash 

4000 

50 

t  Extra 

v/ 

500  bbls.  Flour                $6  00 

3000 

oo! 

Fall. 

800  bush.  Wheat               1  25 
Amount  forward 

1000 

00 

8000 

50 

8000 

50 

*  Pu])il  to  Tifle  his  own  name,  •    f 

t  'J'he  marjj:iu  to  tlie  left  is  for  the  description  or  mark  of  the  articles,  ic 
order  that  they  may  be  readily  referred  to. 
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BOOK-KEEPING. 


(2) 


Toronto,  January  2,  187' 


(1) 


Super. 

Fall. 

Spring. 

Fall. 

Super. 

Fall. 

Fall. 


Fall. 
Spring. 
Extra. 
Extra. 


x/ 

>/ 


Carried  over 
Bought  of  W.  Lingham  for  cash, 
50  bbls.  Flour  |6  00 


(( 


Sold  James  Rimmer  on  acc't, 
100  bush.  Wheat  $1  50 


Bought  of  H.  Corby  on  my  note, 
200  bush.  Wheat             $1  00 
3 


Sold  Robert  Thompson  on  acc't, 
400  bush.  Wheat  $1  50 


Bought  of  W.  Lingham,  on  my  note 
100  bbls.  Flour  $6  50 


(( 


Bought  of  James  Wilson  for  cash, 
200  bush.  Wheat             $1  50 
4 


Sold  John  Smith  for  his  note, 
100  bush.  Wheat  $1  75 


Received  of  Jas.  Rimmer  on  acc't, 
Cash 
5 


Bought  for  cash, 
400  bush.  Wheat 


$1  40 


Sold  James  Johnson  for  his  note, 

100  bush.  Wheat  $1  20 

6 


Bought  of  H.  Corby  on  acc't, 
500  bbls.  Flour  $6  00 


Sold  James  Miller  on  acc't, 
200  bbls.  Flour  $6  60 


n 


Amount  forward 
113 


8000 
300 

150 

200 
600 
650 
300 
175 
100 
560 
120 
3000 
1300 


15455 


50 
00 

00 

00 

00 

00 

00 

00 

00 

00 

00 

00 

0( 

5( 


li 


' 


i 


J'  1.' 


PK 


liji 


IF*' 


;  I; 


W 


book-kb:eping. 


Toronto,  January  6,  1877. 


(3) 


Spring. 
Fall. 


/ 


!  Carried  over 

Sold  for  cash, 
100  bush.  Wheat 


$1  25 


Sold  James  Rirnmer  on  acc't, 
^     200  bush.  Wheat  $1  40 


Fall. 


Spring. 


Spring. 
Fall. 


Extra. 


Extra. 


v/ 


Received  of  James  Miller  his  note 
in  full  of  account 

9 


^jPaid  cash  for  sundry  expenses 


Sold  Robert  Thompson  on  acc't, 
^      250  bush.  Wheat  $1  50 


J 
J 


J 

J 

J 
J 


10- 


Bought  of  W.  Lingham  on  acc't, 
450  bush.  Wheat  $1  00 


Paid  H.  Corby  cash  on  acc't 
11 


Sold  Robert  Brown 

200  bush.  Wheat  $1  25 

100     "  "  1  30 

Rec'd  in  payment  his  note,   $150 

Cash  for  the  balance,  230 

1 2 


Bought  of  W.  Lingham,  on  my 
note, 
50  bbls.  Flour  $6  30 


(( 


Paid  cash  for  my  note  of  3rd  inst. 
1 3 


Sold  J.  Rimmer  on  acc't, 

200  bbls.  Flour                $7  00 
15 


'lii 


Paid  cash  in  full  for  my  note 
favor  H.  Corby 

Amount  forward 
114 


ti 


250 
130 


ii 


00 
00 


15455  50 

125  00 

i 

28000 

1300;00 

50 


25 

375 

450 
1000 

380 


315 
650 

1400 

200 


00 

00 
00 

00 


21956  0'^ 


00 
00 

00 

00 


. 


BOOK-KEEPING. 


(3) 


00 

00 
00 

►  00 


00 
00 

00 

00 
0'. 


(4) 


Toronto,  January  15,  1877. 


J 


Carried  over 
Received  of  K.  Thompson,  cash 
in  full  of  acc't 


v^i  Received  cash  in  full  for   John 
Smith's  note  of  the  4th  iust. 
16 


Spring 
Super. 


Gave  H.  Corby  my  note  on  acc't 


Bought  of  W.  Lingham  on  acc't, 
550  bush.  Wheat  $1  00 


Sold  James  Rimmer  on  acc't, 
150  bbls.  Flour  $8  00 


Received  cash  in  full  for  J.  John- 
son's note  of  the  5th  inst. 
18 


Paid  cash  for  sundry  expenses 


*Inventory  of  goods  unsold  : 
600  bbls.  Extra  Flour,  at 

$6  00       -        -        -  $3600 
50  bbls.  Extra  Flour,  at 

$6  30       -        -        -      315 


200  bush.  Fall  Wheat,  at 

$1  25       -        -        -      250 
50  bush.  Fall  Wheat,  at 

$1  40       -        -        -        70 

800  bush.  Spring  Wheat, 

at  $1  00  -   -   -   800 


21956 


975 


00 


00 


175  00 
1000  00 


3915 


00 


1120 


00 


550 

1200 

120 
140 


26116 


00 

00 

00 
00 

00 


*  Although  it  is  coMinon  to  value  the  goods  on  hand  at  their  cost  price, 
taking  off,  if  necessary,  a  per  centage  for  bad  stock  or  depreciation  in  value, 
it  would  be  more  (correct  to  reckon  them  at  what  they  can  be  bouyht  for  at 
the  time  of  valuation. 
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BOOK-KEEPING. 


SPECIMEN  JOURNAL. 

Some  business  men  require  their  Journal  to  embody  brief 
explanations  of  their  transactions  ;  but  we  clo  not  introduce 
this  plan  now,  because,  in  his  incipient  steps,  everything  that 
takes  the  learner's  attention  off  the  LEDGER  TITLES  has  a 
tendency  to  perplex  and  embarrass  him.  Familiarity  with  the 
following  form  will  prepare  the  pupil  for  using  any  other  with- 
out difficulty. 

The  numbers  in  the  narrow  column  to  the  left  of  the  names 
of  the  accounts  are  the  pages  of  the  Ledger  to  which  the 
various  items  are  posted.  Each  Ledger  page  is  inserted  as  soon 
as  the  item  is  posted—  not  before. 


Toronto,  January  1,  1877. 


(1) 


1 
2 
3 
1 

2 
1 

2 
3 

3 
1 

2 
3 

2 
1 

3 
1 


Cash  Dr. 
Flour  " 
Wheat" 

To  Stock 


Flour  Dr. 

To  Cash 


2 


James  Rimmer  Dr. 
To  Wheat 


Wheat  Dr. 

To  Bills  Payable 
3 


Robert  Thompson  Dr. 
To  Wheat 


Flour  Dr. 

To  Bills  Payable 


Wheat  Dr. 

To  Cash 


400050 
300000 

loooloo 


300100 


150 
200 
600 
650 
300 


00 
00 
00 
00 
00 


8000 
300 


50 


00 


Amounts  forward 
116 


150 
200 
600 
650 

!   300 


00 
00 
00 
00 
00 


10200  50  10200  50 


(1) 


50 

00 

00 

00 

00 

00 

00 
50 


(2) 


BOOK-KEEPING. 

Toronto,  January  4,  1 877. 


■I' -I 


1 
3 

1 
2 

3 
1 

1 
3 

2 
2 

2 
2 

1 
3 

2 
3 

1 
2 

3 
1 

2 
3 


Carried  over 
Bills  Receivable  Dr. 
To  Wheat 


Cash  Dr. 

To  James  Rimmer 
5  


Wheat  Dr. 

To  Cash 


Bill  Receivable  Dr. 

To  Wheat 
6  — 


Flour  Dr. 

To  H.  Corby 


James  Miller  Dr. 
To  Flour 


Cash  Dr. 

To  Wheat 

8  - 


James  Rimmer  Dr. 
To  Wheat 


te 


Bills  Receivable  Dr. 

To  James  Miller 


Expense  Dr. 

To  Cash 


Robert  Thompson  Dr. 
To  Wheat 

10 


Wheat  Dr. 

To  W.  Lingham 

Amounts  forward 
117 


10200 
175 


100 

560 
120 
3000 
1300 
125 
280 

1300 


25 
375 

450  00 

I 

1  SOI  100 


50 
00 


00 
00 
00 
00 
00 
00 
00 

00 

50 

00 


1020050 
00 


175 
100 
560 
120 
3000 
1300 
125 
280 

1300 

25 

675 

450 


18011 


00 
00 
00 
00 
00 
00 
00 

00 

50 

00 

00 
00 


;1^ 


"If 


i  f :  ■ 


; 


ill  I 


BOOK-KKEPING. 


Toronto,  January  10,  1877. 


(3) 


HJn 


2 
1 

1 
1 
3 

2 
1 

1 
1 

2 
2 

1 
1 

1 
2 
1 

2 
1 

3 

o 

2 
2 

1 
1 

3 

1  \ 


Carried  over 
H.  Coiby  Dr. 

To  Cash 
11 

Bills  Receivable  Dr. 
Cash 

To  Wheat 
12 


Flour  Dr. 

To  Bills  Payable 


Bills  Payable  Dr. 

To  Cash 
13  _ 


James  Rimmer  Dr. 

To  Flour 
15  — 


Bills  Payable  Dr. 
To  Cash 


Cash  Dr. 

To  R.  Thompson 
"  Bills  Receivable 
16 


H.  Corby  Dr. 

To  Bills  Payable 
17 


Wheat  Dr. 

To  W.  Lingham 


James  Rimmer  Dr. 
To  Flour 


Cash  Dr. 

To  Bills  Receivable 
18 


Expense  Dr. 

To  Cash 


1801100! 
1000  00 


150  00' 
230  00 


315 

650 
1400 

200 
1150 


1000 
550 

1200 
120 


00 
00 
00 
00 
dO 

00 
00 
00 
00 


UOiOO 


18011 
1000 


00 
00 


380 
315 
650 
1400 
200 


975 
175 


1000 
550 

1200 
120 


00 
00 
00 
00 

00 


00 
00 


00 
00 
00 
00 


140  00 


2G11G00  2G11G00 
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WOOK-KEEPTNO. 


(3) 

00 
00 


00 
00 
00 
00 
00 


00 
00 


00 
00 
00 
00 


INDEX  TO  THE  LEDfiER, 


A. 


B. 

Bills  Receivable. 
Bills  Payable. 
Balance. 


Cash. 
Corby,  H. 

C. 

D. 

Expense. 

E. 

Flour. 

F. 

G. 

H. 

I. 

J. 


Page, 


1 
I 


1 

9 


K. 


L. 

Lingham,  W. 
Loss  and  Gain. 


M. 


N. 


0. 

p. 

Q. 

R. 
Rimmer,  James. 

S.  T. 
Stock. 

I*age. 


2 


U.  V.  w. 


Wheat. 


3 


w^  ''^"''^■'^" — ■^^^'^^y*  Index  an  account  before  entering  it  in  the  Ledger. 
Without  this  precaution  it  may  be  for,t?otten  and  a  second  account  opened 
with  the  same  individual ;  and  unimportant  as  this  may  appear,  it  often 
leads  to  very  troublesome  mistakes. 
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BOOK-KEEl'iNG. 


SPECIMEN  LEDGER. 


TV-.  /Amount!  wlthdr»wn\  GTi^i^V 

UK.  \    audLoM,  ifany.    /  OlUUJV. 


/  tnVMtmenti  and\ 
\     Gain,  ifaay.     / 


(1) 

On. 


1877 


1877 
Jan. 


l;By  Sundries 
20 


8000 


50 


(It«celTed.) 


Jan. 

1 

(( 

4 

(( 

6 

(( 

11 

(( 

15 

(< 

<( 

It 

17 

CASH. 


(Paid  <tut.) 


To  Stock 
"  J.  Rimmer 
•'  Wheat 


(( 


u 


''  R.  Thomp- 
son 
"  BQls  Rec. 


(I 


(( 


1 

400050 

Jan. 

2 

2 

100,001 

3i 

2 

125 

00 

5 

3 

230 

oo| 

9 
10 

3 

975 

00 

12 

3 

17500 

15 

3 

12000, 

1     1 

18 

1 

2  By  Flour 


(< 
it 

(( 
(( 


Wheat 

Expense 
H.  Corby 
Bills  Pay. 

Expense 


30000 

30000 

560|00 

25!  50 

loooloo 


650 


CK) 


200^ 
140:00 


pothers'  Kot«>\ 
^    recelTed.     / 


Jan. 

4 

(( 

5 

(( 

8 

(( 

11 

BILLS  RECEIVABLE. 


/Others'  Notes  disposed \ 
\       of  or  Collected.        / 


To  Wheat 


"  J.  Miller 
"  Wheat 


175'00 

]20l00 

1300100 

150  CO 

I 


Jan.  15! By  Cash 

I 

I 


175100 
12000 


4 


Vrede 


My  Kotef  \ 
eemtd.  / 


BILLS  PAYABLE. 


/My  Noteg\ 
\    Isiued.    / 


120 


Jan. 

12 

To  Caih 

1 
3 

65000 

Jan. 

2 

By  Wheat 

1 

200 

00 

t< 

15 

((     (( 

3 

200 

00 

(( 

3 

"  Flour 

1 

650 

00 

(( 

12 

((       << 

13 

315 

00 

' 

!     " 

16 

"  H.  Corby 

|3 
i 

1000 

00 

lISi 


50 


50 

•  00 

•  00 


I 


B()OK-KEEPIN(}. 


(2) 

Dr.         (£i«K*)         JAMES  RIMMEK,.         (tli^insrO        Cr. 


1877 

Jail. 

2 

To  Wheat 

1 

<( 

8 

((        << 

2 

(( 

13 

*'  Flour 

3 

(( 

17 

t(      ti 

3 

16000 

280()0 
1400  (.K) 
1200100 


H 


W.  LINGHAM. 


/HiR  Accoiint\ 
\  against  ni*:./ 


Jan 


10  By  Wheat 


1»7     U  U 


'    AK 


45000 
55000 


/  My  Account  \ 
Vagainit  blni./ 


ROBERT  THOMPSON. 


/His  A(count\ 
\  agttiustme./ 


Jan. 


To  Wheat 


60000 
375i00 


Jan. 


15  By  Cabh 


3 


l>75lOO 


/My  Account  \ 
\against  him.  / 


H.  CORBY. 


/His  Account \ 
Vagaiiist  me.  ) 


Jan.|10 

*'    16 


To  Cash 
"  Bills  Pay, 


llOOOOO  Jan. 
llOOOiOOJi 


I    n 


OBy  Flour 


300000 


/My  Account \ 
\acainst  him.  / 


JAMES  MILLER. 


/His  Account 
\  against  me 


') 


Jan.    6 


To  Flour 


130000 


Jan. 


8!By  Bills  Rec.    \2 


130000 


(  Cost.  ) 


FLOUR. 


(  Proceeds.  \ 


Jan. 

1 

a 

2 

(( 

3 

i( 

6 

it 

12 

l^To  Stock 
"  Cash 
"  Bills  Pay. 
"  H.  Corby 
'*  Bills  Pay. 


1 

i     '' 
3000  00  Jan. 

G 

1 

300  OO 

(( 

13 

1 

65000! 

(( 

17 

2! 
3 

1 

3000001 
31500 

1 

By  J.  Miller     i2]3(X)0() 

"  J.  Rimmerj3!|l4000(> 

"  13  III 200 00 


121 
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1 1 


HI 


B  i 

1 

r.(M)K-KKKIM\(;. 

II  ^ 

(.'{) 

i  1 ' 

Dr.               ('•-.•) 

WHEAT. 

(  ri.>rr.;d,1.)                                 CP.. 

if !  ' 

I«77'       : 

'|1877 

H 

.Ian.    1  To  Stock 

1    I<KI0(K>  Jan.    21}y 

.].  Uimmor 

1     15000 

If  H' ' 

•'    ,  2,  "   liilla  Pay. 

1     2(1000 

"      3,  " 

U.   Thoini.- 

i 

II  i|j: 

(( 

3 

"  Cash 

1  :;  :iOO(IO 

' 

So'i 

1  :  60000 

(< 

5 

((       (( 

2|!  5()Ono 

"    !  4 

«( 

Bills  Rec. 

2  '  17500 

»  ft  ^' 

(( 

10 

"  W.Linghani 

21 

450,00! 

'*    i  5|  " 

(i 

2  '  12000 

H  1 '  r 

it 

17  " 

3 

55000 

'*    1  (y  u 

Cash 

2     12500 

if  1  ^ 

"    1  8 

(( 

J.  Hi  mm  or 

2 

28000 

1 

''      9 

(( 

R.   Thomp- 

1 

■ 

If  I 

1 

1 

son 

2 

37500 

pi: 

1 

'*    111 

i( 

Sundries 

3 

38000 

/Ollll:IT  fiir\ 

\  Kxpenae.  / 

EXPENSE. 

Jan. 

18  To  Cash 

3 

1 
2550 

lli'  ^'  ill! 

a 

(( 

(I         a 

3 

14000 

ifrf 

1 

1 

!   S, 


TEST  OF  THE  LEDGER. 

The  first  thing  to  be  done,  after  the  transactions  of  a  set 
have  been  posted,  is  to  test  the  correctness  of  your  work,  by 
comparing  the  amounts  of  the  two  sides  of  the  Ledger,  and 
seeing  that  the  sum  of  the  Dr.  side  of  all  the  accounts 
equals  the  sum  of  the  Cr.  side. 

This  is  accomplished  by  making  out  a 


L.F. 


TRIAL  BALANCE. 


Dr. 


Ce. 


1  Stock 

IC.ish 

5725 

50 

1  Bills  Receivable       .        -        -        - 

1745 

00;: 

1  Bills  Payable 

850 

001 ! 

2 

James  Rimmer        -         -         -        -' 

3030  OOii 

2 

W.  Lingham    -        -         -        -         - 

2 

Robert  Thomp^on    -        -         -         - 

075  00" 

2 

H.  Corby          .        .         .         .         - 

200000 

2 

James  Miller 

1300.00 

2 

Flour 

7265;00 

3 

Wheat 

SOGO'OOi 

3 

Expense  ------ 

105' 

50 

00  I 

2G116 

8000  50 
317550 

295  00 
2165  00 

100  00 
1000  00 

975  00 
300000 
1.30000 
3900'00 
2205  00 


26110  00 


An  explaiiiitiou  of  the  process  of  taking  off  a  Trial  Balance  is  given  on 
til*'  next  page. 

122 
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BOOK- KEEPING. 


riirAL  BALANCE. 


t  <•, 


A  Trial  Balance  is  taken  to  ascertain  if  the  Debits  an<l 
Credits  on  tlu'  L«'(lf,'er  arc  e<)ual,  or  balance. 

As  soon  as  you  finish  posting  all  the  tranRactions  to  the  Leti- 
i^er,  accordin;^  to  the  princi)>le  of  ecjual  del)its  and  credits,  you 
take  oir  a  Trial  Balance.  This  is  done  by  first  footing  the 
items  o['  the  ditt'erent  accounts,  placing  the  amounts  in  light 
pencil  marks,  which  .should  l>e  erased  after  the  completion  o1 
the  work.  The  totals  of  the  accounts  are  carried  to  the  Trial 
Balance,  as  per  model  form,  leaving  out  such  accounts  as  close 
themselves.  By  adding  to  the  lootings  of  the  Trial  Balance 
given,  the  footings  of  accounts  that  close  themselves,  you  will 
tind  that  they  exactly  correspond  with  those  .of  the  Journal, 
which  would  not  be  the  case  if  any  of  the  Journal  entries  were 
not  posted  ;  and  as  the  footings  of  the  Journal  columns  also 
tally  with  those  of  the  Day  Book,  it  is  almost  conclusive  that 
all  the  original  entries  have  found  their  way  into  the  Ledger. 
There  will  remain  two  chances  of  error  in  the  accounts,  viz.: 
from  improper  Journal  entries,  or  from  posting  to  the  wrong 
accounts  in  the  Ledger. 

It  will  be  observed  from  the  foregoing  remarks,  that  the 
Trial  Balance  is  not  always  a  strict  proof  of  the  correctness  ol 
the  work,  though  it  is  so  nearly  a  test,  tijat  under  ordinary 
circumstances,  it  may  be  considered  satisfactory. 

It  is  supposed  that  you  have  gone  through  the  process  of 
iournalizing  and  posting  the  preceding  set,  and  that  your  Led- 
ger accounts  present  an  equilibrium  of  debits  and  credits.  A 
Trial  Balance  may  be  taken  with  the  difference  columns  only, 
or  with  the  amount  columns  only.  The  latter  is  very  fre- 
quently used  in  business,  a  form  of  which  is  given  on  page  122. 
In  a  real  business,  a  Trial  Balance  may  be  taken  monthly,  and 
should  be  taken  as  often  as  once  in  three  months,  even  though 
the  books  are  closed  but  once  a  year.  The  following  is  another 
form  of  Trial  Balance,  from  the  same  Ledger. 
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TRIAL  J^ALANCE. 


Ei'.:l1   1'^ 


Dr.  Bal. 

\                            ! 

Dr. 

Footings. 

1 

Stock 

Cr.     : 

Footings, 

Cr.  Bal. 

i     8000  50 

8000 

50 

2550 

00 

5725 

50 

'1 

Cash  -         -         -         - 

31 75  50 

1450 

Wi 

1     1745 

00; 

1 

Bills  Beceivable- 

29500 

: 

850 

00 

1 

Bills  Payable      - 

'     2105  00 

1315 

00 

2930 

OO! 

3030 

00 

2 

James  Rimmer  - 

100 

00 

2 

W.  Lintyham 

1000 

00 

1000 

00 

! 

2000 

00 

2 

H.  Corby  - 

3000 

00 

1000 

00 

3365 

00 

7265 

00 

2 

Flour 

,     3900 

00 

1 

855 

00 

3060 

00' 

3 

Wlieat 

2205 

00 

( 

165 

50; 
50 

165 

50 
00 

3 

Expense     -        .        - 

11315 

23841 

23841 

00 

1 1315 

50 

Note.-  -The  Ledger  from  which  the  foregoing  Trial  Balance  was  taken 
does  not  contain  all  the  results  of  the  business.  Hence,  in  getting  at  the 
data  from  which  to  ascertain  the  net  worth,  or  the  net  gain  or  loss,  it  will  be 
necessary  to  go  beyond  the  Ledger,  and  estimate  the  value  of  unsold  mer- 
chandise or  other  similar  property. 

In  each  of  the  statements  wliich  follow,  an  inventory  of  unsold  property 
is  supposed  to  have  been  taken,  the  results  being  given. 
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CLASSIFIED  STATEMENTS. 

The  preceding  "  Statement,  or  Trial  Balance,"  is  supposed 
to  show  the  footings  and  balances  of  the  Ledger  accounts  grow- 
ing out  of  the  transactions  indicated  in  Set  I.  ;  and,  as  far  as 
the  open  Ledger  is  concerned,  affords  as  completely  as  possible 
the  exact  condition  of  the  business  at  the  time  the  Statement 
purports  to  have  been  rendered.  The  form  of  this  Statement, 
however,  is  not  sufficiently  compact,  nor  the  specific  results  of 
the  business  so  distinctly  given  as  to  present  at  a  glance  the 
general  result  which  constitutes  the  objective  point  of  all  busi- 
ness record.  To  accomplish  this,  it  becomes  necessary  to  re- 
arrange or  classiff/  the  separate  results  as  shown  on  the  Ledger. 

With  regard  to  those  accounts  which  show  only  the  cost  and 
proceeds  from  sales  of  prop<'rty  having  a  var'uihU  valve,  it  is  plain 
that  the  real  value  of  such  propeity  remaining  on  hand  cannot 
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00 
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be  ascertained  from  the  accounts,  but  must  be  found  by  actual 
enumeration  and  valuation ;  a  process  known  in  business  as 
"  taking  account  of  stock,"  or  "  taking  an  inventory,"  The 
value  of  property  which  does  not  vary,  viz..  Cash,  Notes,  and 
Personal  indebtedness,  is  readily  ascertained  from  the  accounts 
themselves. 

In  classifying  accounts  two  grand  results  are  had  in  view  ; 
first,  the  Net  Worth  or  Insolvency  of  the  business,  that  is,  its 
Financial  condition ;  second,  the  Net  Gain  or  Loss  during  a 
specified  period.  These  are  shown  in  the  following  statements, 
the  material  for  which  has  already  been  taken  from  the  Ledger, 
and  put  in  the  form  of  a  Trial  Balance  (page  124),  except  the 
value  of  unsold  property,  which  is  taken  from  the  Inventory 
at  the  end  of  the  Day  Book. 


1.  STATEMENT  OF  RESOURCES  AND  LIABILITIES. 

Analysis  of  Accounts  that  show  Resources  and  Liabilities^  for  the 
purpose  of  ascertaining  the  Net  Worth  or  Insolvency  of  the 
Business. 


•It! 

if 

■  ■•!•-■ 


1 1' 

'■K 


■'li 


1.  From  Inventories. 


Flour,  unsold,  as  per  Inventory    - 
Wheat, 


u 


(( 


u 


2,  From  Ledger  Accounts. 

Cash,  Dr.  Amount  received   -        -  $5725  50 
Cr.         "       paid  out  -        -     3175  50 


a 


"      Difi'orence,  Amount  on  hand 
Bills  Rec'ble  Dr.     Other  people's 


it 


a 


notes  received  $1745  00 
Cr.     Other  people's 

notes  digpoaed  of   295  00 


"  "     Difference,  others'  notes  on  hand 

Bills  Payacll  Cr.  My  notes  iapued  $2105  00 


*« 


i< 


Dr. 


a 


redeemed      850  00 


**    Did'erence,  my  outstanding  notes! 

125 


Resources.      Liabilities. 


3915 
1120 


00 
00 


2550 


00 


1450 


00 


l315iNI 
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Jas.  Rimmer,  Dr.    My  Acct.  against 

him      -        -  $3030  00 
**  **    Cr,    His  Acct.  against 

me       -        -       100  00 


**  "    Difference,  he  owea  me 

W.  Lingham,  Cr.  His   Acct.    against  me — I 

owe  him -         - 

H.  Corby,  Cr.  His  Acct.  against  me  ^000  00 
Dr.  My  *'  him     2000  00 


a 


**        Differenoe,  I  owe  him 

Present  Net  Worth  -        -        - 


Resources.  ||  Liabilities, 


2930  00 


1000:00 


1000  00 
8G50  00 


11965  00,!  11965100 


2.  STATEMENT  OF  LOSSES  AND  GAINS. 

For  the  purpose  of  ascertaining  the  Net  Gain  or  Loss. 


Flour,  unsold,  per  Inventory         -  $3915  00 
"      Cr.  or  proceeds  from  aaleg  -     3900  00 


**      Total  proceeds 
"      Dr.  or  cost - 


7815  00 
7265  00 


*'      Difference  or  gain       .        .        .        - 
Wheat,  unsold,  per  Inventory        -     1120  00 
Cr,  or  proceeds  from  sales-     2205  00 


a 


(( 


Total  proceeds  ~ 
"         Dr.  or  cost 


3325  00 
3060  00 


a 


Difference  or  gain     -        -        .        - 
Expense,  Dr.  or  outlay,  a  loss 
Difference  between  Gains  and  Losses,  or  Net  Gain 


li 


Proprietor's  Net  Investment  - 
Net  Gain    - 

Present  Net  Worth 


$8650  00 


12tf 


Loiises. 


165  50 
64950 


81500 

50  |=== 
649  50 


Gains. 


550  00 


265 


00 


81500 


I 
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The  following  arrangement  also  is  recommended  to  the 
pupil  for  practice,  as  it  approaches  very  nearly  to  the  form 
observed  in  closing  the  Ledger  accounts,  and  will,  therefore, 
serve  to  prepare  him  for  that  work. 


it 


3.  ASSETS  AND  LIABILITIES. 


Flour  on  hand 

Wheat 

Cash  " 

Bills  Rec.   " 

James  Rimnier  owes  me 


391500  Bills  Payable  (outstanding) 
1120  00  I  owe  W,  Lingham  ^ 

2550  00  1     "     H.Corby     .. 
1450  00 


2930  00 


11965 


00 


Net  Worth     - 


1315  00 
1000  00 
1000  00 


3315  00 
8650  00 


11965,00 


4.  LOSS  AND  GAIN. 


5.  STOCK. 


Net  Worih 


8650 


8650 


00   Investment, 
i  Net  Gain     . 


00 


800050 
649150 


8650  00 


The  pupil  will  test  his  familiarity  with  the  foregoing  in- 
structions by  rendering  analyses  or  statements  of  Losses  and' 
Gains,  and  of  Resources  and  Liabilities,  from  the  toUowing; 
exercises.  He  will  lo  well  to  arrange  them  according  to  iorms 
1  and  2,  and  also  according  to  forms  3,  4  and  5.  The  latter 
method  will  specially  prepare  him  for  closing  the  Ledger. 

If  properly  workt^l  out  the  result  will  be  as  given  imme- 
diately after  each  Trial  Balance. 
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6.  TRIAL  BALANCE. 


»:  tl  ^1 


i;:i 


1 
Dr.  Bal. 

Dr.  Foofgi. 

1 

1 

Cr.  Foot'jfs. 

Cr.  Bal. 

150 

00 

Stock 

7500 

00 

7360 

00 

3044 

27 

4170 

17 

2 

Mdae  (ungold  $2000)  - 

3126 

90 

1632 

17 

6750 

29! 

3 

Cash- 

4218 

12 

600 

00 

600 

ooj 

4 

Robert  Baker    - 
Real    Estate    (unsold 

6686 

00 

7000 

00 

5 

$6900)*  - 

315 

00 

1000 

00 

1500 

OOi 

6 

Bills  Receivable 

500 

00 

• 

400 

00, 

7 

Bills  Payable     - 

i2oo;oo 

800 

00 

79 

25 

154 

25i 

8 

Geo.  Ritchie  &  Co.    - 

75:00  il 

1061 

00 

1200 

00 

9 

Warner  Bros.     - 

139  00 

375 

00 

375 

00 

10 

Expense    - 

1400  001 

li'N.  Jones    - 

2100[00 

700 

00 

, 

1 

12 

Hunt  &  Co. 

i7o!oo 

170 

00 

46 

00 

120 

ool 

13 

In  terest  andDiscountf 

75100 

! 

14 

W.  P.  Graham  • 

3601 

69 

3601 

69 

300 

00 

300 

oo; 
n 

t 

15 

Loss  and  Gain   - 
Equilihrium 

71 

12631 

69 

23019 

23019 

12621 

69 

Net  Capital  at  commencing,  $7350. 

Net  Gain,  $450.73. 

Net  Capital  at  closing,  $7800.73. 


''  Real  Estate,  Railroad  Stock,  and  all  speculative  property  accounts  are  treated  like 
Merchandise  account. 

t  Interest  and  Discount  contains  on  the  Dr.  side  the  cost  of  the  use  of  money 
l^ranted  to  us,  and  on  the  Cr.  ■'ide  what  the  use  ofmomy  granted  to  others  produces  ua 
The  difference,  therefore,  shows  a  Lous  «r  uaitK  as  the  case  may  be. 
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7.  TRIAL  BALANCE. 


J 
1 

1 

'or.           1 

Cr. 

1 

:S.  G.  Beatty  (PaHner)*      -        .        .        - 

1                       '         ' 

300000 

16863  13 

2  S.  Clare  (Partner)*    -        -        .        .        . 

\ 

1 

1  12000(H) 

3Casli 

1     9732|10 

4710  22 

4' Merchandise  (Value  unsold,  $5159.50) 

i     7350 

00 

371950 

5  Railroad  Stock  (Value  unsold,  $12000) 

1  12000 

00 

6  Bills  Receivable 

'     700000 

5000  00 

7  Bills  Payable      ---.;- 

^     318000 

6180  00 

8  Real  Estate  (FaZwe  Mwso/fi,  $8000) 

7500  00 

150  00 

(V  Robertson  &  Henry 

1150  00 

920  00 

10  G.  C.  Holton  &  Co. 

150000 

11  Expense 

125  00 

121  Interest 

28  001 

13  25 

13W.  Vr.  Jones 

1795001 

795  00 

14  John  Cook          ------ 

1290 

00 

840  00 

15 

Conger  Bros, 

30 

145000 

54150 

1 

5415010 

S.  G.  Beatty's  Net  Capital  at  commencing,  $13863.13, 
S.  Clare's  Net  Capital  at  commencing,  $12000. 
Total  Net  Gain,  $2039.25 ;  each  Partner's  share  of  Gain, 
11019.621 
S.  G.  Beatty's  Net  Worth  at  closing,  $14882.75. 
S.  Clare's  Net  Worth  at  closing,  $13019.63. 
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CLOSING  THE  LEDGER. 

It  was  thought  best  for  the  present  to  leave  the  Ledger  of 
this  set  in  its  open  condition,  and  show  the  results  of  the 
business  in  separate  statements.  When  the  object  is  simply  to 
Jaww  the  condition  and  progress  of  the  business,  this  method 
is  sufficient,  but  when  it  becomes  necessary  to  mark  these  in 


*  The  Partners'  accounts  are  treated  precisely  the  same  as  Stock  account.  An 
itcciHiiit  in  opened  for  eacl,  partner  in  his  own  name,  and  each  one's  shart  of  the  net 
i^'ain  •!•  net  loss  carried  to  it.    In  this  instuncp  divide  the  gain  equally, 
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some  endiirinrj  manner  upon  the  Ledger,  tbe  nrcounts  nmst  he 
closed. 

To  close  an  account  is  to  brinjj;  its  cvrrenf  coiiditioTi  to 
an  emd.  If  both  sides  are  already  ecjiial,  write  the  amount  on 
both  sides,  on  the  same  level,  and  rule  off,  as  in  the  closed 
Ledger  following.  If  there  ie  only  one  item  on  each  side,  and 
both  are  equal,  simply  rule  off.  If  both  sides  are  not  equal, 
make  them  so  by  entering  the  difference  between  them  on  the 
smaller  side,  and  then  write  the  amount  on  both  sides,  and 
rule  off  as  before. 

Speculative  property  accounts,  as  Flour,  Merchandise  gene- 
rally, Bank  Stock,  Railroad  Stock,  and  Real  Estate,  cannot  be 
closed,  if  any  property  remains  unsold,  until  the  value  of  what 
remains  on  hand  is  entered  on  the  Or.  side.  The  object  of 
these  accounts  is  to  show  the  gain  or  loss  arising  from  the 
buying  and  selling  of  these  different  kinds  of  property,  and  it 
is  evident  this  cannot  be  ascertained,  if  the  property  is  not  all 
sold,  without  taking  into  consideration  the  value  of  what  re- 
mains  unsold.  After  'his  is  entered  on  the  Cr.  side,  then  the 
difference  betwee^i  tb;.;  „vVo  sides  will  show  the  gain  or  loss,  as 
the  case  may  be  ;  and  the  account  will  be  closed  by  writing 
this  difference  ou  the  ^-mar-^^  side. 

By  ^^  closing  one  account  inio  another,"  as  Loss  and  Gain 
into  Stock,  is  meant  that  the  difference  entered  on  the  smaller 
side  of  the  former  to  close  it,  must  at  the  same  time  be  trans- 
ferred to  the  opposite  side  of  the  latter.  And  as,  in  making  en- 
tries of  transactions,  the  name  of  the  contra  account  is  written, 
so  in  these  closing  entries,  in  each  account  heiiig  closed,  the 
name  of  the  account  being  closed  into  is  written  ;  and,  accord- 
ingly, in  making  the  transfer  entry,  the  name  of  the  account 
transferred  from  is  written.  Hence,  the  closing  entry  in  any 
account  refers  forward  to  the  account  to  which  it  has  been 
transferred,  and  the  entry  in  the  account  closed  into  refers  hack- 
ward  to  the  account  from  which  it  has  been  taken. 

The  pupil  will  see  from  this  the  reason  why,  in  entering  the 
value  of  unsold  merchandise  on  the  Cr.  side  of  Merchandise 
account,  he  writes  ''By  Balance."  It  is  simply  because, 
these  goods  being  an  asset,  their  value  must  be  entered  also  in 
Balance  account.  He  must  carefully  guard  against  sup[)osing 
that  this  entry  in  the  Merchandise  account  is  the  difference 
between  the  two  sides ;  and  he  will  do  well  to  remember  that, 
although  the  word  "  balance  "  ordinarily  signifies  the  difference 
between  the  two  sides,  in  these  closing  entries  it  must  be  con- 
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siflered  to  mpan  simply  "  Balance  Account."  Ilencp,  any  entry, 
cluKing  01  othenrine,  which  is  to  be  transferrei]  to  Balance  account 
will  be  written  "  To  "  or  "  By  Balance,"  and  any  entry,  dosimj 
or  otherwise^  which  is  to  be  transferred  to  Loss  and  Gain  ac- 
count will  be  written  "  To  "  or  "  By  Loss  and  Gain." 

The  pupil  should  not  forget  that  in  no  one  thing  does  the  proficiency 
of  a  practical  accountant  more  plainly  manifest  itself  than  in  the  matter 
of  neatness  in  arrangement  and  execution.  He  should  observe  particu- 
larly the  form  adopted  in  ruling,  which  is  usually  done  with  red  ink. 
It  is  also  advisable  to  write  the  adjusting  and  closing  entries  in  i^ed  ink, 
to  distinguish  them  more  readily  from  entries  of  transactions,  the  trans- 
fers being  made  in  black  ink. 


ORDER  OF  CLOSING  THE  LEDGER. 


The  pupil  will  be  much  assisted  in  understanding  the  pro- 
cess of  closing  the  Ledger  accounts,  if  he  will  remember  that 
the  object  is  to  place  in  a  j)ermanent  form  in  the  Ledger  the 
same  results  as  have  been  shown  in  the  preceding  statements  ; 
and,  more  especially,  if  he  bears  in  mind  the  forms,  Nos.  3,  4, 
and  5,  as  these  very  nearly  accord  with  the  arrangement  in  the 
Ledger.  The  only  difference  in  the  headings  is,  that  the 
one  there  called  "  Assets  and  Liabilities,"  will  be  here  called 
"  Balance  "  account.  Stock  account  is  already  in  the  Ledger, 
and  in  the  course  of  business  it  is  not  improbable  that  Loss 
and  Gain  account  would  be  required  for  some  entry  which 
cannot  properly  be  made  any  where  else. 

The  posting  having  been  found  correct  by  taking  a  Trial 
Balance,  and  by  careful  checking,  the  following  order  may  be 
observed : — 

I.  Open  an  account  in  the  name  of  Loss  and  Gain  (if  there 
is  not  one  already),  into  which  to  collect  all  the  losses  and  gains, 
and  one  in  the  name  of  Balance,  into  which  to  collect  all  the 
assets  and  liabilities. 

IL  Enter  on  the  Cr.  side  of  Flour,  Wheat,  or  any  spemlative 
property  account,  the  value  of  such  property  unsold  (as  found 
by  taking  stock),  writing  in  red  ink,  "  By  Balance,  Inventory," 
and  transfer  the  amount  in  black  ink  to  the  opposite,  or  Dr., 
side  of  Balance  account,  writing  "To  Flour,"  "  To  Wheat,"  or 
whatever  the  name  of  the  account  is  from  which  the  transfer 
is  made. 

III.  Close  Private  account  into  Stock. 

IV,  The  remaining  accounts  will  show  either  an  asset  or  a 
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liability,  a  loss  or  a  gain.  Close  ev^ry  accotiiit  wliose  flifforeiicc 
represents  an  asset  nr  a  liahility  into  Balance  account,  and 
every  account  whose  difference  represents  a  lof^s  nr  a  gain  into 
Loss  and  Gain  account. 

V.  Three  accounts  now  remain  open — Stock,  Loss  and  Gain, 
and  Balance.  Take  a  Trial  Balance  of  these  to  test  the 
accuracy  of  the  transfer  entries. 

VI.  Close  Loss  and  Gain  into  Stock  ;  and  Stock  into 
Balance. 

VIL  Balance  account  will  now  have  both  sides  equal,  and 
will  be  closed  by  simply  footing,  and  ruling  off". 


PARTICULAR  DIRECTIONS  FOR  CLOSING  THE 
LEDGER  OF  SET  I. 

We  will  now  take  the  pupil  through  the  process  of  closing 
the  Ledger  of  Set  I.,  according  to  the  instructions  just  given. 

I.  We  first  open  Loss  and  Gain  account  and  Balance 
account. 

II.  We  then  ascertain  from  the  Inventory  (which,  for  con- 
venience, we  have  here  put  at  the  end  of  the  Day  Book),  the 
value  of  the  goods  unsold.  The  unsold  Flour,  in  this  case,  is 
worth  $3915,  and  the  unsold  Wheat  $1120,  which  amounts  we 
enter  on  the  Cr.  side  of  these  accounts  in  red  ink,  '*  By  Balance, 
Inventory,"  and  transfer  the  same  immediately  to  the  contrary, 
or  Dr.  side,  of  Balance  account,  making  the  entries  in  black 
ink,  ''  To  Flour,  $3915,"  and  "  To  Wheat,  $1120." 

The  accounts  are  now  in  a  condition  to  be  closed  either  into 
Stock,  Loss  or  Gain,  or  Balance,  as  the  case  may  be. 

III.  We  have  not  in  this  set  a  Private  account  distinct  from 
the  Stock  account. 

IV.  We  then  come  to  Cash.  The  difference  represents  a 
resource  or  an  asset  of  cash  in  hand,  $2550.  Wo  enter  this  in 
rec?  m^,  on  the  Cr.  side,  writing  "By  Balance,"  foot  up  the 
sides,  and  draw  double  red  lines  underneath.  This  red  ink 
entry  is  at  once  transferred  to  the  Dr.  side  of  Balance  account 
in  black  ink. 

Bills  Receivable  shows  an  asset,  and  is  closed,  like  Cash,  into 
Balance  account. 
Bills  Payable  is  also  closed  into  Balance,  the  diflfereuce  show- 
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ing  a  liability.  The  closing  entry  in  this  case  falls  on  the  Dr, 
side  of  Bills  Payable,  and  the  transfer  entry,  cousiequently,  on 
the  Cr.  side  of  IJalance. 

We  now  come  to  the  Personal  accounts.  All  these  accounts, 
if  there  be  any  difference  between  their  two  sides,  will  show 
either  an  asset  or  a  liability,  as  the  case  may  be,  and  will 
therefore  be  closed  into  Balance,  in  the  same  manner  as  those 
already  closed.  Kobert  Thompson's  account  already  balances, 
and  we  close  it  by  simply  footing  and  ruling  it. 

Flour  account  shows  a  t/aiii,  the  Cr.,  or  proceeds  from  sales, 
together  with  the  value  of  the  Hour  still  on  hand,  being  greater 
than  the  Dr.  or  cost.  The  difference  is  entered  in  red  ink  on 
the  Dr.  side,  writing  *'To  Loss  and  Gain,  $550;"  and  trans- 
ferred to  the  contrary  or  Cr.  side,  of  Loss  and  Gain,  writing  in 
black  ink,  "  By  Flour,  $550."  Wheat  account  is  closed  in  the 
same  way. 

Expense  account,  being  outlay  for  w^hich  no  direct  return  is 
received,  and,  therefore,  so  far  diminishing  the  gross  gain  on 
Flour  and  Wheat,  is  counted  a  loss.  It  is  closed  by  writing, 
on  the  Cr.  side,  "By  Loss  and  Gain,  $165.50,"  the  transfer 
being  to  the  Dr.  side  of  Loss  and  Gain. 

V.  We  have  now  the  results  of  all  the  accounts  exhibited 
under  the  heads  of  Loss  and  Gain  and  Balance,  and  if  the 
transfers  have  been  correctly  made,  these  two  accounts,  to- 
gether with  the  unclosed  Stock  account,  must  be  in  equilibrium. 
To  test  this,  we  next  take  a  Trial  Balance  of  these  three  ac- 
counts, which  we  call  the 


Second  Trial  Balance. 


Dr. 

Cr. 

105 
111U>5 

I 
50 

oo; 

1 

50! 

stock     

Loss  and  Gain 

Balance          -        -        «        - 

8000 

815 

3315 

50 
00 

00 

12130 

12130 

50 

After  proving  by  this  test  that  the  differences  have  been 
properly  iransj erred,  we  proceed  to  accomplish  the  grand  object 
of  closing  the  Ledger  accounts,  by  carrying  the  difference  be- 
tween the  two  sides  of  Loss  and  Gain  account,  or,  in  this  case, 
nei  gain  of  $649.50.  to  the  Cr.  side  of  Stock  account. 
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The  Stock  account  now  contains  on  the  Cr.  side,  the  capital 
invested  and  the  net  gain  since.  The  absence  of  any  entry  on 
the  Dr.  side  shows  that  there  were  no  liabilities  at  the  be- 
ginning, and  that  no  capital  has  been  withdrawn.  The  differ- 
ence between  the  two  sides  is,  therefore,  just  what  the  Cr.  side 
amounts  to,  and  represents  the  present  net  worth.  'I'he  Balance 
account  contains,  on  the  Dr.  side,  the  present  assets,  and  on  the 
Cr.  side  the  present  liabilities,  the  difference  being  the  present 
net  wirrth.  Hence,  whatever  amount  closes  Stock  will  also 
close  Balance.  Close  Stock  into  Balance,  both  sides  of  which 
will  now  be  equal.     Add  up  and  rule  off. 

The  pupil  must  not  suppose  that,  wheti  a  merchant  wishes  to  ascertain  his  financial 
positif^n,  he  malvCH  a  formal  closing  of  his  Ledger,  and  for  the  continuance  of  his 
business  opeus  another  Ledger,  commencing  witli  the  assets  and  liabilities,  as  shown  in 
the  Balance  account  of  his  former  Ledger.  Instead  of  that,  all  the  entries  which  we 
have  transferred  to  Balance  account  would  be  brought  down,  each  in  its  own  account, 
on  the  ojjposite  side  from  that  on  which  it  falls,  thus  beginning  the  account  anew.  So 
that,  if  the  Balance  account  be  kept  in  the  Ledger,  its  entries  would  not  bo  direct 
transfers  of  the  closing  entries,  but  simply  an  inventory  of  the  entries  brought  down 
to  conunence  tlie  accounts  afresh.  As  a  complete  double  entry  is  effected  by  the  bring- 
ing down  of  the  various  differences  showing  assets  and  liabilities,  the  Balance  accovint 
may  be  considered  as  not  a  necessary  part  of  the  Ledger,  and  may  be  li«fpt  at  the  end 
of  the  Ledger,  or  in  a  separate  book.  We  have  used  it  for  its  convenience  in  collecting 
the  assets  and  liabilities  at  once  from  those  accounts  which  show  them. 

The  differences  of  the  Loss  and  Gain  accounts  are,  through  the  medium  of  the  Loss 
an'l  Gain  Arconnt,  filial  I  n  dis^yosed  of  in  the  S'oik  Acoounr,  their  cfpcf  appear- 
injf  lu  the  altered  Net  Capital,  aa  brought  down  in  Stock  account  to  begin  it  anew. 
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Dr. 


1877 
Jan. 


SPECIMEN  LEDGER,  CLOSED. 

See  Explanation,  beginning  Page  129. 
STOCK. 


20 


To  Balaiuie 


Cr. 


865000^ 


866000 


1877|     I 

Jan.    1  By  Sundries*     1800050 


''    20 


"  Loss  &  Cain 


649  50 


8650,00 


'!•  i 


'V 


CASH. 


1877 

1        1 

1877 

Jan. 

1 

To  Stock 

1 

400050 

Jan. 

(( 

4 

''  J.  Rimmer 

2 

10000 

1    (( 

1 

u 

6 

"  Wheat 

2 

12500 

(( 

11 

((            a 

3 

:  23000 

<( 

15 

"  R.   Thomp- 

son 

3 

97500 

(( 

(( 

"  Bills  Rec. 

3     17500 

(( 

17 

a              it 

3 

12000 

1 

572650 

i        1 

2 

i 

By  Flour 

1 

300 

00 

3  "  Wheat 

1 

300 

00 

5j  *' 

2 

560 

00 

9;  "  Expense 

25|50 

10:  "  H.  Corby 

3  100000 

12   "  Bills  Pay. 

3 

65000 

15  " 

3 

200  00 

18,  "  Expense 

3 

14000 

20i  "  Balance 

255000 

672550 

■if- 


I 


BILLS  RECEIVABLE. 


1877 
Jan. 


4,  To  Wheat 


5  " 


u 


8 
11 


"  J.  Miller 
"  Wheat 


I    i!1877l 
176:00!  Jan. '15 
120001    "    17 
130000'    " 
150  00 


17451001 


By  Cash 


20!  "  Balance 


17500 

12000 

145000 


1745!00 


*  Sundries,  meaning  several  things,  Htaiids  for  tin!  three  accounts,  (-'ash,   Flour  and 
Wheat. 

135 


.••!i 


De. 


BOOK-KKEl'ING. 


BILLS  PAYABLE. 


Or. 


IS77 

' 

1877 

Jan. 

12 

To  Cash 

3 

65000  Jan. 

2 

By  Wheat 

1! 

20000 

u 

15 

((     ii 

3 

20000 

<t 

3 

''  Flour 

11 

050  <M) 

(( 

20 

"  Balance 

1315 

00 

(( 
(( 

12 

10 

a      (( 

''  U.  Colby 

^ 

315  00 
100000 

216500 

i 

216500 

1 

JAMES  RIMMER. 


in 


>f-S 


...  I 


iif 
III 


1877 

Jan 

(< 


2  To  Wheat 

13  "  Flour 
17 


(( 


u 


1877 
Jan. 


20 


To  Balattce 


i;       I     1877 
1  j  15000  Jan.    4  By  Cash 
2 1    28000     "    20  "   Balance 
3   1400  00 
3  120000 


3030 


00 


W.  LINGHAM. 


1877 

1000 

00  Jan.  10 

4( 

17 

1000 

00 

By  Wheat 


ROBERT  THOMPSON". 


2i!  lOO'OO 
1293000 


3030,00 


450 
550 


1000 


00 
00 

00 


i' 


1877 

Jan. 

?,  'I\i  VA^heat 

it 

9 

n          a 

(100  00! 

375  00, 


1877: 
Jan. 15 


97500; 


By  Cash 
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m^ 


Or. 


1>R. 


H.  CUKJiY. 


Ce. 


1877  I    I!       ;    ;'l877j 

Jan.  10 Tc  Cash  '  I) '  100000  Jan.    eJBy  Flour 

"     h)  "   I'.ills  Pay.      ;{|  1000  00, 

1000  00  i 


i<    • 


20  "  Balance 


,300000 


300000 


:iooooo 


JAMES  MILLER. 


•  00 
1 00 

>00 


00 


>00 


1877 

— 

_. 

1 

i 

1877; 

1 

Jan. 

0 

To 

Flour 

2  130000 

1 

Jan.'  8 

By  Bills  Rec. 

2 

130000 

F 

LOUR. 

'1877, 

1877, 

1                1 

i        1 

1 

1 

Jan. 

1  To  Stock 

1   300000  Jan.    6  By  J.  Miller 

2 

130000 

.( 

0  i( 

Cash 

Hi  30000     "    13  ''  J.  Rimmer 

3   140000 

u 

3  " 

Bills  Pay. 

1  :  65000     "    17  '' 

3   1200,00 

<. 

6  '' 

H.  Corby 

2  300000 

"    20i  '•  Bal,  Inot'y 

301500 

(t 

12 

il 

Bills  Pay. 

3 

31500 

i 

(i 

20: 

a 

Loss  (h  Gain 

55000 

7815  00 

1 

7815  00 

\^ 

^HEAT. 

J 1877;'"" 

1877.    1 

! 

1         1 

Jan. 

ITo 

Stock 

1    100000  , Fun. 

2|By  J.  Rimmerili    15000 

(  4 

^1 

Bills  Pay. 

]      20000     " 

3,  "  R.    Thomp-;  1     GOOOO 

a    1   3;  u 

Cash 

11  !    30000; 

!         son              '               ] 

H           5     ii 

( ( 

2j:  56000 

!    " 

4:  "  Bills  Rec.      2  1    1750O 

"    10  '' 

W.Linghum 

2     45000 

1    " 

51  ''           "            2r  12000 

a     17    u 

;  i 

|3     5.J000 

"    ,  0  ''  Cash              2     125  00 

''    20  " 

jLo.s.s  (I-  ^tain 

:    205  00 

"      8   ''  .1.  Rimmer   2     280  00 

i    "   ;  0  "  R.   Thomp-  2     375  00 

son 

{    "     11    "  Suixlries        3     380  00 

1 

1    '< 

1 

20  ''    Bal.  Iiufij       1120  00 

3325  00 

1 

i 

'332500 

il         1 

-  -  _ 

.  _  ._ 

1 

-    -  ? 

13: 
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Diu 


1877 
Jan. 


18 


To  Cash 


EXPENSE. 


|l  I  i;i877 
Slj  2550'iJaii. 
3'i  14000, 


20  By  Loss  db  Gain 


(Losses.) 


LOSS  AND  GAIN. 


(Gains.) 


1877     I 

Jan.  20  To  E.xpense 
"  Stock 


i( 


I    :!1877! 
lOn'oO  JimJ20  By  Flour 
G49  50     "      "  "  Wheat 


81500 

I     ! 


55000 
26500 


(Resources.) 


BALANCE. 


CLlabilities.) 


1877i    ' 

Jan.  20 To  Cash 


"   "  Flour 

"I  "  Wheat 

"!  "  Bills.  Rec 

"'  "  J.Rimmer 


II  I     '11877J     ! 

!i  225000  Jan.  20  By  Bills  Pay. 
3015  001  "  "  "  W.  Ling- 
1120001  I         ham 

145000!    "      "I  '*  H.  Corby 
293000     "      ",  "  Stock 


1 1965,00 


131500 
100000 

100000 
865000 


1196500 


Note. — In  all  thnse  aocoiuits  whose  difTerentf  shows  an  asset  or  a  liability,  an  excess 
of  the  Dr.  aide  represents  an  asset,  and  an  extvss  of  the  Cr.  side  a  liability.  As  the 
closinjf  entry  is  the  excess  of  the  lar^rer  over  the  smaller  side,  and  as  this  entry  is  jila'^ed 
on  the  smaller  side,  and  transferred  to  tiie  opposite  lide  of  Balance,  it  is  evident  that 
the  transfer  in  Balance  must  fall  on  the  same  side  as  the  excess  of  the  account  from 
which  it  is  tiiken.  Hence,  if  the  exces-<  be  on  the  Dr.  mie,  the  transfer  entry  will  he 
on  the  Dr.  side  of  Balance,  and  if  the  excess  is  on  the  Cr.  xide,  the  tran.sfer  will  fall  on 
the  Cr.  mle  of  Rnlnnce.  Therefore,  the  l>r.  side  of  Balance  contains  the  assets,  and 
the  Cr.  side  the  liabilities. 

It  may  be  similarly  (dsserved  of  the  loss  and  ^rain  accounts,  that  the  excess,  on  what- 
ever side  of  the  account  It  is,  will  fall  upon  the  same  side  of  Loss  and  Gain  account. 
And  as  an  excess  of  O.  in  all  tliese  accounts  shows  a  ^ain,  and  an  excess  of  Dr.  a  losw, 
so  the  losses  fali  upon  the  Dr.  itide  of  Loss  and  Gain  account,  and  the  gains  on  tb«  Cr, 
^Jde, 
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DETECTION  AND  CORRECTION  OF  ERRORS. 

The  Trial  Balance  is  the  best  short  test  of  correctness  in 
posting  yet  discovered,  and  this  is  defective,  inasmuch  as 
errors  may  exist  while  the  Trial  Balance  is  ap})arent]y  entirely 
correct : — such  as  posting  to  the  wrong  account,  altliough  on 
the  right  side  ;  omitting  to  post  a  debit  and  a  credit  of  equal 
amount,  &c.  But  if  the  Trial  Brdance  is  not  in  e(iuilibrium. 
there  is  certainly  an  error,  which  must  be  sought  and  corrected 

Detection. — First.  See  whether  the  pencil  footings  on  tin 
Ledger,  preparatory  to  taking  the  Trial  Balance,  are  correct,  and 
whether  the  balances  of  the  different  accounts  have  been  trans 
ferred  into  the  Trial  Balance  rightly. 

Second.  If  there  is  still  iui  undiscovered  error,  examine  each 
post  separately,  checking  the  entries  in  both  Journal  and  Led- 
ger as  you  proceed,  until  you  have  been  over  the  whole  ;  and 
then  look  through  again,  to  see  if  any  amount  remains  un- 
checked, and,  if  so,  investigate  the  cause  of  the  omission. 

In  this  manner,  you  can  scarcely  fail  to  discover  the  mistake, 
provided  the  Journal  is  correct  ;  but  great  care  sli(»uld  be  taken 
to  see  that  the  Journal  is  in  equilibrium  liefore  posting,  as  any 
discrepancy  there  will  give  y»)U  much  troubh'  in  the  Ledger, 

CoKREtTIuN. — In  the  Day  Book  (or  any  other  book  ot 
original  entry),  erasures  are  inailmissil)le,  sin(  e  this  book  is 
taken  as  evidence  in  courts  of  justice,  and  anything  obliterated 
or  erased  looks  suspicious,  and  would  probably  render  invalid 
the  entry  with  which  it  is  connected,  and  in  some  cases  might 
even  throw  the  whole  book  out  of  court,  as  evidence  unht  to 
receive.  Errors  in  it  should  therefore  be  corrected  by  making 
other  entries  ex[)laining  them  ;  or  the  erroneous  entry,  if  it 
has  not  bt'en  journalized,  nuiy  be  marked  "  void,"  and  remain 
without  further  alteration,  a  new  and  correet  entry  b»'ing  made 
of  the  transaction. 

In  hie  JoiitNAl.,  erasures  are  sometimes  ;idmissil»le,  although 
it  is  generally  advisal)le  to  treat  errors  as  directed  for  the  Day 
Booiv. 

In  the  Leixieij,  if  any  entry  be  posted  to  the  wrong  ac- 
count, make  ei[)lit!rs  of  the  ligures,  and  h'ave  the  remainder  so 
as  not  to  deface  the  Ledger  ;  then  post  tlie  entry  to  its  proper 
jtlaee.  if  a  wrong  amount  U'  posted,  alter  it  to  the  rigll^ 
And  if  ;i  duplicate  post  be  inaile.  nwike  cipheis  of  the  ligures 
in  the  erroneous  one       if   two    acci'unts   be    opened    with    tU<.- 
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same  person,  clo^e  ihe  one  into  the  other,  '*  To "  or  "  By  " 
name  of  account,  page — footing  and  ruling  off  the  clo&«ed  ac- 
count, aB  a  settled  account ;  stating  the  particulars  of  each 
transfer  in  the  open  account. 


QUESTIONS  FOR  REVIEW. 

What  two  results  should  a  complete  set  of  accounts  furnish  the  means 
of  asoertaining  ?  In  what  way  is  the  net  capital  found  by  Single  Entry  ? 
What  two  ways  docs  Double  Entry  furnish  of  finding  the  net  capital? 
Name  the  most  usual  kinds  of  assets — liabilities — sources  of  gain — 
sources  of  loss.  Name  the  acnnmts  kept  to  show  assets  and  liabilities—^ 
losses  and  gains,  \^'hich  of  these  accounts  does  the  Single  Entry  Led- 
ger strktiy  contain  ?  What  two  subsidiary  books  along  with  t^  '^  Single 
Entry  Ledger  will  i/^nero/lt/  give  the  whole  of  the  assets  and  uilities 
except  that  o*"  (jootls  unsold  ?  How  is  the  value  of  the  merchandise  on 
hand  ascertained  in  most  businesses,  both  in  Single  and  Double  Entry  ? 
How  does  the  Single  Entry  Ledger  differ  from  that  of  Double  Entry, 
even  when  the  former  is  supplemented  by  the  (Jash  Hook  and  Hill  Book  *? 
In  what  respect  chirjli/  may  Single  Entry  be  considered  an  imperfect,  and 
Double  Entry  a  perfect,  system  of  account-keei)ing?  What  is  the  fun- 
damental principle  of  Book-keeping  by  Double  Entry?  Name  the  prin- 
cipal book  in  a  set  of  accounts,  and  describe  it.  State  some  advantages 
of  using  additional  books.  What  are  the  f/ir^f  principal  hooks  used  in 
Double  Entry?  Describe  the  Day  Hook.  What  particulars  should  a 
Day  Hook  entry  end)race  ?  iJescribe  the  Journal.  W^hat  is  journal- 
izing? How  would  you  decide  when  a  personal  account  is  affected,  and 
on  w/nrii  s/f/f-  /  How  would  you  determine  when  an  account  represent- 
ing a  tliiinj  (i.e.,  an  </«/vcr«o/(/?/ account)  is  affected,  and  on  which  side? 
How  many  accounts,  at  least,  are  afll'ected  in  one  transaction,  and  how 
many  mtiij  hf  {  What  knowledge  is  necessary  to  enal)le  us  to  journalize 
intelligently  ?  Why  should  an  account  be  indexed  as  soon  as  opened 
in  the  Ledger  ?  What  entiies  are  made  on  the  Dr.  and  (. "r.  .side  of  Stock 
account  Cash— Bills  Keceivaldw  fiills  Payable — Merchandise — Ex- 
pense— lames  Heaton — and  Hank  account  ?  What  does  the  closing 
entry  in  each  of  the  above  accounts  show  ?  What  is  meant  by  closing 
an  account  -by  closing  one  account  <///o  another?  Hct'ore  closing  Mer- 
chandise account,  or  any  s)>eculative  ))roi)erty  acc;ount,  what  prepara- 
tory entry  must  bf  nuide,  it  the  property  is  not  all  sold,  before  the 
closing  entry  can  be  made  ?  What  is  the  tir.st  thing  to  be  done  after 
the  transactions  of  a  let  have  been  posted  ?  What  is  a  'J'rial  Balance, 
and  how  i.'<  it  made  out?  Although  the  Trial  Balance  may  show  an 
equality  between  both  sides  of  the  Ledger,  what  chances  of  error  still 
remain  ?  How  often  should  a  Trial  Balance  be  taken  ?  In  classifying 
accounts  wJiat  two  grand  results  are  had  in  view  ?  When  it  becomes 
necessary  to  mark  the  progress  of  the  business  in  some  enduring  man- 
ner on  the  L«^dL'cr,  what  niust  be  done?  ITndei  what  head  are  the 
losses  and  gains  collected  .'  Under  what  head  an-  the  assets  and  liabili 
ties  collected  ?     What  does  the  difference  between  the  two  sides  of  Loss 
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ai.rl  Ham  account  show  ?     Whai  doea  the  (liflTcroncc  ho^^vn.r,   *v,     *. 
81.1C8  of  Balance  .K-count  show?     After  the  not  ni^orJ^^V.  h''  *''''' 

may  be,  is  carricul  to  Stock  acc,.unt  w  at  wiH  flu  «  '  -"^^  the  case 
the  two  sides  show  ?  What  general  princip  V  gu  ,  nf  aT  trth^  ^7. 
vu-df^'H    w  making  an  entry,  eitlier  closing  or  otherwT   t„       . 

wtr^'Blr^y  'r-  'j.^'-^^-^^-eicronnt;:;;;^,.  J:;;:  rii;? 

wora      iJalance  ?        Name  the  accounts  c  osed  into  I  (  ss   n.,!  r  ni«        i 

h'd^ "  r'iVi' '"''"""  V"*^  ",^'^'^  — *  is  iioi::  K  L^accor 

Innl  ^''^^t^o/e^sons  Why,  when  all  the  accounts  except  Stock  and 
Baance  are  closed,  the  amount  which  closes  Stock  wilclose  aUn 
Balance^  Fn  which  two  aerounts  do  we  find  the  ^v  ^  net  cat)iraP 
In  which  accomit  do  we  finrl  both  the  />r...r;<  and  orJr^]'LciSlt' 
dition  of  the  busmess?  Give  the  order  of  chshn,  lu^  Tc^  ount«  r„' 
what  direction  does  a  dosimj  and  <m,^s/.;  entry  respecti^lvn^ 
Why  IS  it  usual  and  proper  to  write  closing  entries  ?n  red  ,nk  ?^ T 
do  you  proceed  to  dete.t  and  correct  errors  I  """^ 
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BUSINESS  SERIES. 

The  sets  which  follow,  while  serving  as  a  synthetical  unfold- 
ing of  the  science,  are  intended,  each  in  its  turn,  to  present 
some  speciality  of  business,  and  some  radical  feature  which 
distinctly  characterizes  its  purpose.  In  presenting  the  trans- 
actions, care  has  been  taken  to  avoid,,  as  far  as  possible,  any- 
proper  form  of  entry ;  but,  at  the  same  time,  to  present  the 
fads  as  clearly  and  unmistakably  as  possible. 

They  are  intended  to  cover  a  wide  field  of  practice,  and  to 
present  sufficient  variety  of  transactions  and  enforcement  ot 
theory  to  give  the  pupil  a  clear  understanding  of  the  science. 
Each  set  is  complete  within  itself,  and  special  in  its  purpose 
and  teaching.  Its  characteristics  are  briefi}'^  announced  at  the 
start,  and  as  its  results  only,  with  more  or  less  detail,  are  given 
at  its  close,  the  pupil  is  obliged  to  accomplish  the  work  of  the 
set  in  order  lo  arrive  at  the  proper  result. 

This  mode  of  arrangement  is  calculated  to  throw  the  learner 
upon  his  own  resources,  and  rescue  him  from  the  too  common 
error  of  copying  down  the  work  without  understanding  it. 
This  feature  will  no  doubt  recommend  itself  to  all  faithful 
students. 

While  performing  the  following  work,  remember  that  the 
three  great  qualities  essential  to  success  in  Accountantship 
are  : — Accuracy,  Neatness  and  Dispatch. 

^^  For  the  benefit  of  the  pupil,  and  in  behalf  of  economy 
in  the  use  of  Ledger  paper,  the  number  of  lines  required  for 
each  account  will  be  found  immediately  after  the  set. 

This  apportionment,  it  will  be  borne  in  mind,  provides  for 
the  Ledger  heading,  and  also  for  the  necessary  space  to  close 
up  the  accounts  in  due  form. 
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SET  II.— GROCERY  BUSINESS. 

Characteristics.  -Buying  and  selliiie:  for  Cash— Business  adverse. 

St.  John's,  N.B.,  January  1st,  1877.     Invested  Cash,  $5000. 
2.  Bought  of  Geo.    Wall  bridge,  for  Cash,  5  lihds.   Molasses, 
3500  gals.,  at  40c.,  $1400. 

Caution.— In  tran.si   'hini:  a  set  to  your  Day  Book,  leave  the  column  blank  for  the 
innertion  of  your  owi     ^lios. 
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3.  Sold  Tlios.  Goin,  for  Cash,  3  hhds.  Molasses,   2100  gals., 

at  35c.,  $735. 

4.  Sold  C.  P.   Holton,  for  Cash,   1  hhd.  Molasses,  700  gals., 

at  45c.,  $315. 

5.  Sold  W.  B.  Robinson,  for  Cash,  1  hhd.  Molasses,  700  gals., 

at  40c.,  $280. 

6.  Paid  f]xpenses  in  Cash,  $175. 

Capital  at  commenchiff,  $5000. 

Net  Loss,  $245. 

Capital  at  dosing,  $4755. 

The  folloiving  are  the  Ledger  account^<  for  this  set,  vu'th  the  nnm- 
her  of  lines  required  for  each  : — 

Set  II.— Stock,  6  ;  Cash,  7  ;  Merchandise,  7  ;  Expense, 
5  ;  Loss  AND  Gain,  6  ;  Balance,  5. 


4' 
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for 
close 


5000. 
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SET  III.— DRY  GOODS  BUSINESS. 

CnARACTKRiSTics.— Buying  and  selling  for  Cash  and   on  Peraoual  Account -Business 
,)rosperous. 

Kingston,  January  r2th,  1877.     Invested  in  business,  Cash, 

$4755  ;  Merchandise,  $2000. 
13.  Bought  of  Muir  &  Co.,  Montreal,  on  3  months'  credit,  4 

cases,  5200  yds.  Muslin,  at  20c.,  $1040. 

15.  Sold  Geo.   Brown,   on  acc't,  1  case  Muslin,  1300  yds.,  at 

25c.,  $325  ;  12  ps.  Tweed,  420  yds.,  at  $1.25,  $525. 

16.  Bought  of  Walker  i\:  Sou,  for  Cash,  3  cases  Prints,  3210 

yds.,  at  lOc,  $321 ;  and  4  cases  do,  $3500  yds.,  at  15c.. 
$525. 

17.  Sold  H.  Warren,  on  acc't,  6  ps.  Tweed,  210  yds.,  at  $1.25. 

$262.50. 

18.  Sold  J.  S.  Miller,  for  Cash,   2  cases  Prints,  2140  yds.,  a1 

12^c.,  $267.50;  and  2  cases  Muslin,  2600  yds,,  at  25c.. 
$G50. 

19.  Bought  of  Geo.  Brown,  on  acc't,  3  cases  Prints,  3690  yds. 

at$12c.,  $442.80. 

20.  Received  from  11.  Warren,  Cash  to  balance  acc't,  $262.50 
22.  Paid  sundry  items  of  expense,  $120. 
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Merchandise  remaining  unsold,  valued  at  $3500. 

Capital  at  rnmnifncing,  $5755, 
Net  Gain,  $lOi<]  .20. 
Capital  at  dosiin/,  $7830.20. 

Ledger  accounts  and  number  of  line.''  required  fur  each  : — 

Set  III.~ Stock,  6 ;  Cash,  8  ;  Mf^ikhandisk,  11 ;  Mtttr  & 

Co.,  6  ;  Gf:o.  Brown,  H  ;  H.  Warren,  G  ;  Expense,  6  ;  Loss 

AND  Gain,  7  ;  Balance,  10. 


REMARKS  ON  NOTES  AND  BILLS. 

A  new  feature  in  connection  with  the  work  of  the  following 
sets  is  the  computation  of  interest  on  notes  and  hills.  The 
pupil  must  not  forget  that  three  days'  grace  are  allowed  on  all 
nf^^es  and  hills,  except  those  payable  on  demand.  Those  pay- 
able at  sight,  as  well  ''s  those  payable  after  sight,  or  after  date, 
are  subject,  in  Canada,  to  this  rule. 

In  reckoning  the  number  of  days  between  one  date  and 
another,  the  day  of  the  first  date  is  excluded  from,  and  the  day 
of  the  last  is  included  in,  the  calculation.  Thus,  if  we  wish  to 
know  the  number  of  days  from  September  29th  to  December 
1st,  it  is  evident  that  from  the  29th  to  the  30th  is  one  day. 
We  have,  therefore, 

In  September  1  day. 
"  October      31  days, 
**  November  30     ** 
"  December    1  day. 


63  days. 


A  note  made,  or  draft  accepted,  on  the  30th  September,  at 
60  days,  will  become  nominalli/  due  on  the  29th  Novembei-,  but 
legally  due  on  the  2nd  December.  As  the  first  day  reckoned 
is  the  day  after  the  date  of  in.aking  or  accepting,  there  are  no 
days  to  count  in  September.  Therefore,  we  have. 
In  Oct.  31  dayjL.  In.  Oct.  31  days. 

**  Nov.  29     »     nominally  due.    "  Nov.  30     " 

"  Dec.    2     "    legally  due. 


60  days. 


63  days. 
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When  the  time  is  oxpK^ssed  in  months,  calendar  months  are 
always  understood,  and  the  note  or  bill  becomes  nc^iunally  due 
in  the  last  month  of  its  term  upon  the  day  corresponding  with 
its  date,  but  really  payable  three  days  after.  Thus,  a  note 
dated  the  lirst  day  of  any  month  becomes  nominally  due  on  the 
first  day  of  some  succeeding  month,  and  ler/ally  due  on  the 
fourth.  If  the  last  month  of  the  term  does  not  contain  a  cor- 
responding day  to  that  of  the  date  of  the  note,  then  the  note 
will  be  nominally  due  on  the  last  day  of  the  last  month  of  the 
term.  Thus,  four  noies,  at  one  month,  and  dated  respectively 
January  28th,  January  2'Jth,  January  .'iOth,  and  January  31st, 
1877,  would  all  become  nominally  due  on  the  28th  February, 
and  legally  due  on  the  3rd  March.  When  the  last  day  of 
grace  fails  on  a  Sunday,  or  any  legal  holiday,  the  note  is  pay- 
able on  the  following  day. 
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SET  IV.— PRODUCE  BUSINESS. 


due. 


Cbarajtbristics.— Buying  and  aelling  for  Cash  and  on  Notes— Interest  takeit  into  con- 
sideration—Commeniiny  wit'ii  both  Kesources  and  Liabilities,  effecting  a  Gain,  and 
c'losinjT  with  iaureaac  Capital. 

Norn.  — Ths  pupil  will  work  out  the  interest  on  all  notes  requirinj;  it. 

April  2nd,  1877. 

I  commence  business  to-day  with  the  following  :  — 

Resources. 

Cash  on  hand $1500  00 

S.  Clare's  Note,  my  favor,  at  six  months, 
from  Dec.  2nd,  187G,  with  interest  at  7 

per  cent. 2500  00 

Interest  due  to  date*        -         -         -         -         58  01 

Liability. 

I  owe  on  my  Note,  favor  of  Charles  Web- 
ster, dated  Feb.  3rd,  1877,  at  four  months     $558  33 

3.  Bought  of  Thos.  Wills,  for  Cash,   600  bush.  Wheat,  at 

$1.50. 

4.  Sold  Robert  WelU,  (Ui  his  Note,  at  30   days,   400  bush. 

Wheat,  at  $2. 


*  This  item  of  intn-est  being  an  ansttt  at  the  opening,  the  proprietor's  Cai>ital  iiecount 
nmxt  ht  crediteil  with  it.  either  undei  kis  own  luinie,  nr  Stock,  or  Capital.  Tlur  debit 
u\\\\  bo  disposed  of  in  several  ways.  Wc  niiiv  eitbtr  .k'liil  l.st,  S.  Clare  ;  2iid,  Intert'j't 
Kti'tivatile  ;  nr.'ini.  Iiitop'st.  The  l'i«t,  aitliiiiyb  IbL'nrttii'ally  open  tn  objection,  is  th-. 
Miiil'it'i ,  and  the  one  I'oiiinionls  adiiptcd.     Tih'  |>ii|id  can  tuke  his  choice. 
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6.  Prepaid  my  Note,  ftivor  of  Charles  Wi^bster.  Face  of 
N(tte,  1558. 33.  Discount  oft',  01  days  at  7  per  cent., 
$0.53.     Proceeds  paid  in  Ca.sli,  1551. SO.* 

11.  Roceiv(!d  Cash  of  S.  Clare,  in  full  foi-  his  Note  and  interest. 

Fac(!  of  Note,  $2500.     Interest  due  to  date,  $u^.3;).t 

12.  Sold  flames  Whytf,  on  his  Note  at   30  days,   100    bush. 

W'licat,  at  $1.75. 

13.  Robert    VW'lls    prepaid  his  Note  to-day.     Face  of  Note, 

${S00.     Discount  off,  24  days,  $3.()8.    Proceeds  received 

in  Cash,  $796.32. 
It.  Gave  Cicorge  A\'arren  my  Note,  at  10  days,  for  rent  oi 

store.  $80. 
10.  Took  out  for  privatv  use,  $30. 
17.  Sohl  A.  B.  Smith,  for  Cash,  29  bush.  Wheat,  at  SI. 50, 

Inventory  of  Goods  unsold— 80  bush,  of  Wheat, 
valued  at  $1.25,  $100. 

Net  Capifiil  nt  commencinq,  $3499.68. 

Net  Gain,  .f  132.17.     Net  Capital  at  dosiiiq,  $3001.85. 

Ledger  Ai-naivts  and  number  of  lines  required  for  each  : 
Stock,  5  ;  Private  Account,  4  ;  Cash,  7  ;  Bills  Receiv- 

Ai'.r.E,  6;  Bills  Payable,  0  ;  Merchandise,  6;  Interest,  G  . 

Exi'ENSE,  4  ;  Loss  and  Gain,  0;  Balance,  6. 

Ill  this  instance  we  i)ay  the  nnte  before  due,  and  discount  is  allowed  us.  Interest 
account  is  debited  for  tlio  coat  of  the  use  of  mvney  received  by  its,  and  credited  foi 
returns  for  tiie  use  of  uidihui  granted  by  us.  By  v»yii>ff  the  money  liefnrc  it  is  due  w* 
giro  Charles  Welistcr  the  meOfil  01  days  bt  fore  he  is'entitled  to  it,  aiid/«»'  this  usp  thf 
!»llowance  is  made  to  n'..     Ilcucf  tiie  .lu'nrn;il  entrv  is— 

Bills  Payable,  Dr.  '  $br>S  33 

Cash,  Cr.  J-I^l  .SO 

Interest,         "  fi  i>3 

t  Our  mode  of  procee<iing  here  wid  depend  upon  what  we  diu  with  the  interest  due 
up  to  April  2nd.     If  we  debited  Interest,  the  Journal  entry  is— 
Cash,  Dr.  $2562  32 

Bills  Heceivable,        Cr.  32500  00 

Interest,  "  02  33 

If  we  debited  Interest  {Receivable,  our  Journal  entrv  will  be— 
Cash,  Dr.  |2562  33 

Hills  Receivable,        Cr.  ;j2r)00  00 

Interest  Receivable,    "  r>H  01 

Interest,  "  4  32 

Or,  we  may  first  debit  Interest  Receivable  with  the  interest  accrued  since  the  opening 
of  the  books,  thus  - 


And  then  say- 


Interest  Receivable, 

Interest, 

Cash, 


Dr. 

Cr. 


84  82 


S4  32 


Dr.  #2662  33 
Cr. 


Bills  Receivable,        Cr.  $2500  00 

Interest  Rec-ivable.    "  62  33 

If  wo  debited  S.  Clare,  proceed  as  above,  subHtitutinj^  S.  (Mare  for  Interest  Receivable. 
'Die  thoujjbtful  puiiil  \\ill  observe  that  all  these  methods  come  to  the  same  tl.ing 
The  oidy  tlifference  is  in  the  nianinr  of  treatiiij;  the  interest.     The  nmnc  ultimate  rr.$uh 
is  produced  in  the  Intcri'nt  accmtaf,  viz.:  again  of  :J4.32  for  interest  on  tlie  note  sine* 
tlw  i>pening  of  the  bo.iks. 
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SET  V. -FURNITURE  BUSINESS. 

CllARArTBRiSTiCB.-Rnying  and  selling  for  OaBh,  uu  Personal  Account  and  on  Notes - 
Interest  tak«n  into  consideration  —Coiiiniencing  with  a  Net  Capital,  sustaininp  j 
Los»  greater  than  Capital,  and  cloHing  Insolvent. 

Books  used. — ^^ay  Book,  Journal,  Ledger,  and  Bill  Book 
See  form  of  Bill  Book,  at  the  end  of  set. 

Ottawa,  March  1,  1877. 

Leased  a  store  of  T.  B.  Dean,  at  $600  per  annum,  and  com 
menced  the  Furniture  Business,  investing  as  follows  : — 

Cash,  $1800.  Stock  of  Furniture  un  hand,  $1500.  Note 
against  A.  Overell,  for  $750,  d^ted  January  17th,  1877,  at  two 
mouths.     Total  investment,  $4050. 

Bought  of  G.  S.  Tickell,  Belleville,  on  one  month's  credit, 
15  Carved  Rosewood  Centre  Tables,  at  $50  ;  6  doz.  do  Arm 
Chairs,  at  $60.     Total,  $1110. 

2.  Sold  W.  R.  Barber,  on  his  Note  at  15  days,   10  Carved 

Rosewood  Chairs,  at  $8  ;  I  do  Centre  Table,  $75 ;  1 
Gothic  Hall  Stand,  $25.     Total,$180. 

3.  Bought  of  Jakes  &  Hayes,  Toronto,    on   acc't,    10  sets 

Enamelled  Furniture,  at  $75  ;  6  do  Black  Walnut,  at 
$150  ;  10  Extension  Dining  Tables,  at  $25.  Total, 
$1900. 

5.  Sold  W.  H.  Sherman,  for  Cash,  1  set  Enamelled  Furniture, 

$100 ;  1  Extension  Dining  Table,  $40  ;  8  Carved  Rose- 
wood Chairs,  at  $8.     Total,  $204. 

6.  Sold  W.  W.  Jones,  on  his  Note  at  1  month,  with  interest  at 

6  percent.,  1  set  Enamelled  Furniture,  $100;  1  Extension 
Table,  $40  ;  1  Dressing  Bureau,  $35  ;  1  Rosewood  Tete- 
a-tete,  $50  ;  1  Gothic  Hall  Stand,  $28  ;  1  Card  Table, 
$5  ;  1  French  bedstead,  $22  ;  1  Cottage  Bedstead,  $15. 
Total,  $295. 

"  Settled  with  Jakes  &  Hayes,  by  giving  them  my  Note  at 
1  month,  with  interest  at  9  per  cent.,  in  full  of  account, 
$1900. 

9.  Bought  of  J.  B.  Ashley,  on  my  Note  at  10  days,  15  Black 
Walnut  Bookcases,  at  $60  ;  2  doz.  do  Arm  Chairs,  at 
$60  ;  20  Curled  Hair  Mattresses,  at  $20;  20  Double- 
leaf  Secretaries,  at  $35  ;  25  Music  Racks,  at  $5.  Total, 
$2245. 
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10.  Sold  G.  W.  Maybee,  on  acconnt,  1  Carved  Rosewood  Cen- 
tre Table,  $60  ;  2  doz.  do  Arm  Chairs,  at  $50  ;  1  set 
Enamelled  furniture.  $80  ;  1  Black  Walnut  Sofa  Bed- 
stead, at  $50  ;  2  Extension  Inbh^s,  at  $30 ;  2  Gothic 
Chairs,  B.  W.,  Stufled,  at  $15;  1  Easv  Kocke.,  $12. 
Total,  $392. 
12.  Bought  of  Jakes  iV  Hayes,  on  3  months'  credit,  an  assort- 
ment of  Furniture,  amounting,  per  invoice,  to  $3500. 

Paid  Cash  for  Insurance,  $125, 

.-old  S.  G.  Beatty,  for  Cash,  2  Black  Walnut  Bureaus,  at 
$30 ;  1  Rosewood  Parlour  Set,  $400  ;  1  Enamelled  Bed- 
room Suite,  $200  ;  1  Single  Bedstead,  $8 ;  1  Quartette 
Table,  $9  ;  1  La<lies'  Arm  Chair,  $12  ;  1  Black  Walnut 
Library  Bookcase,  $75.     Total,  $764. 

Sold  S.  Clare,  for  Cash,  1  Carvec'  Rosewood  Secretary, 
$120  ;  3  Patent  Spring  Beds,  at  $60  ;  1  Walnut  Centre 
Table,  $50;  2  Rosewood  Bureaus,  at  $40;  2  Arm 
Chairs,  at  $10;  2  "Sleepy  Hollow"  Chairs,  at  $25; 
1  Black  Walnut  Parlour  Suite,  $300  ;  1  Side  What-not, 
$9.     Total,  $809. 

Paid  Casii  for  three  months'  rent,  $150  ;  Advertising,  $25. 

Bought  of  Jakes  &  Hayes,  on  acc't.  Furniture  amounting, 
per  invoice,  to  $2150. 

Bought  of  H.  W.  Huffman,  on  my  Note,  at  3  months,  Fur- 
niture amounting  to  $550. 

Received  from  G.  W.  Maybee,  Cash  on  acc't,  $150. 

Sold  W.  Johnston,  on  his  Note  at  3  months,  I  Hall  Stand, 
$5 ;  6  Parlour  Chairs,  at  $3.50  ;  1  R.  W,  Tete-a-tete, 
$30  ;  1  Black  Walnut  Sofa,  $30  ;  1  large  Dining  Table, 
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1  Piano  Stool. 


I   M-.isic  Rack,  $5.     Total, 


$113. 


Sold  Warner  Bros.,  for  Ca-li,  2  BedroomSuites,  at  $50.60  ; 

2  Rosewood  Parlour  Suites,  at  $200.  Total,  $501.20. 
Received  from  G.  W.  Maybee,  Cash  in  full  of  acc't,  $242. 
Received  from  A.  Overell,  Cash  in  full  for  his  Note  of  Jan. 

17th,  $750. 
Sold  H.  Corby,  on  acc't,  20  doz.  Kitchen  Chairs,   at  $8  ; 
10  doz.  Rush-bottom  Chairs,  at  $18.     Total,  $340. 
28.  Bought  of  Smith  &  (Jo.,  Kingston,  on  Note  at  3  months, 
assortment  of  Furniture  amounting,  as  per  invoice,  tu 
$1500 
April  2.  Paid  Ci.  S.  Tickell,  Cash  on  acc't,  $500. 
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IxtHt'ived  fiuin  \V.  W.  Jotios,  Cash  in  full  for  his  Nctte  of 
the  6th  lilt.,  and  int(!n'st  thereon  to  date,  at  6  \nv  cent. 
Face  of  Note,  $205.     Interest,  $l.()2. 
Paid  my  Note  of  9th  ult.,  favour  of  J.  I'.  Ashley,  with  in- 
terest at  6  per  cent,  for  time  overdue,  18  days.     Face 
of  Note,  $2245.     Interest,  $6.74.* 
}'>.   Paid  Salaries,  $180;  Sundry  Expenses,  $25. 
1«'^.   Paid  mv  Note  of  6th  ult.,  favour  of  .lakes  &  Hayes,  with 
interest  to  date.      Face  of  Note,  $1(»0'.).     Interest,  $ly. 
Inventory  of  Merchandise  unsold,  $5336.34. 

Net  Capital  at  nnnmenrement,  $4050. 

Nd  Loss,  $6049.58. 

Net  Insolvenc}/  at  closing,  $1990.58. 

Ledfjer  accounts  and  number  of  lines  required  for  each: 
Stock,  6;  Cash,  12;  Merchandise,  12;  Biils  Receiv- 
ABi.E,  8  ;   Bills  Payable,  8 ;  G.  S.  Tickell.  5  ;  Jakes  & 
Hayes,  6 ;  G.  W.  Maybee,  5  ;  H.  Couby,  5 ;  Expense,  8  ; 
Interest,  5 ;  Loss  and  Gain,  8  ;  Balance,  7. 


BILL  BOOK. 

All  necessary  explanations  of  the  Bill  Book  are  made  by 
the  headini,'s  of  the  different  columns.  It  is  so  simple  that  the 
pupil  will  see,  by  inspection,  its  utility. 

It  will  be  observed  that  the  Bills  entered  in  the  following 
forms  are  taken  from  the  transactions  of  Set  V.,  and  hence 
the  notes  on  hand  and  notes  outstanding,  as  shown  by  Bills 
carried  down,  will  be  found  to  agree  with  the  balance  shown  in 
the  proper  Ledger  accounts. 


*  III  business  calculations,  it  is  not  customary  to  enter  fractions  of  a  cent  upon  t!u; 
account  imoks.  consequently  in  all  cdinitutatinnM  tlirou'jfhdut  ihcse  set*  where  a  fraction 
of  a  cent  less  tli;in  one-half  occurs,  we  take  uo  .  otiee  of  it,  hut  where  a  fraetiou  of  half 
a  cent  or  more  oceurii.  we  call  it  one  cent. 


» 


149 


if 


Hi. 

', 

it 

". 

!'- 

i. 

.  '■ 

■\.- 


\  !•■ 


.2 


c 
•I 

V 


a*.  3*. 

3  s  o  fi 

C   *   3  5 
u  u   <^  C 

V  3  V  s 


O 
O 

I— ( 

o 


p:5 
O 


a 

DafT 

■i'>r 

unf 
A"IV 
ady 


?.  '^ 

s§§§ 

§  128 

1-  r-i  ©^  1-1 

CO         r-4  rH 

N 


(M 


OO 
(N  IN 


00" 


00 


=    2    3 


s 
o 


t-  (M  irt  00 


:2« 


-       ^-; 

►x        OO 
■^     I   r-l 


3     S 


00 


4>^ 
EC  ■*» 

o  a 


Ed 
PQ 

a: 


M 


«  2 


O    U 


*  Si 


•OM 


">  SR  « 

t-«  (>3  O  00 


"TT  1*     w     V 

W  4       <«       ^ 

1-1  (N«»'* 


•£3 

3  2 

oa  = 


-6 

« 

S 

o 

■a 


sal' 

"3  -tt  'C  C 
•1   rt   rt   :« 


5.: 


SSS§  !?  ISS 


01 


n         o  •^  ift  =      oi 
«^         ft  #1  'ft  o  I  -^ 


09a  1 

AON  1 

•liiOl 

•das  1 
Snvl 



•inr  1 

unf, §  ;; 

_.s??. 

advl* 

q9d  1 

•UBf  1 

CO" 

I 


♦J 

a 


aa 

CO  CO 
rl  CI 


s 


>,    I   « 


I- 

^ 

00- 

" 

1-^ 

« 

^ 

4id 

o- 

>> 

o 

9S 

S 

V 

s  - 

;z 

r-t 

S53 


« 


^  ? 
a* 


an 

"^2  a'^ 

l==>"-a 


la 

3  - 


«-a 


O   u 


a!)  - 


3  3 


S  73 


^,2 


150 


•ON 


»  Ci  1^  ao 


V ;:  :  ^ 

a 

rH©»90  ■♦ 


1^00 

rl  (M 


I 

I 


s  ^ 


as 


15 

!5« 

3  - 

sS 

(-4 

hhC/J 

- 

^  • 

! 


UOOK-KEKIMNG. 


INSTRUCTIONS.— SET  VI. 

The  live  previous  Sets,  l)y  DoiiMo  Entry,  have  all  been 
worked  out  on  tli^  old  Italian  wethnil.  Another  form  of  entry 
will  now  1)(^  intr(><luced,  which  is  extensively  achipled  in  all 
l)ranches  of  husiness.  It  conihines  llu'  Day  liook  and  .louinal 
in  one  hook,  usually  denominated  the  Journal  Day  Hook. 

The  Day  Book  uiid  Jouinal  entric^s  are,  by  this  method,  in- 
timately connected  in  such  a  manm-r  that  they  are  at  all  times 
rea<ly  for  posting,  and  as  one  book  i.*.  t  itiidy  dispensed  witli, 
much  unnecessary  writing  is  avoided. 

Although  more  difficult  to  the  beginn-T,  he  will,  if  he  fully 
understands  the  work  he  has  already  ;,',one  over,  liy  closely 
observing  the  form  of  entry  on  pages  158  and  159,  soon  be 
enaliled  to  enter  ])roperly  any  transaction  as  readily  as  V)y  the. 
method  alrea  ly  ])resented.  Until  he  "hecomes  familiar  with  tliis 
mode  of  entry,  he  should,  before  entering  a  transaction,  make  all 
calculations  respecting  it  on  his  slate  or  a  loose  sheet  of  paper. 

Many  of  the  transactions  are  similar  to  those  of  the  preced- 
ing Sets,  and  need  no  additional  explanation.  Those,  however, 
of  .the  following  datei  introduce  new  features,  and  require 
explanation. 

Jan.  2.  In  dealings  with  the  Bank,  debit  it  with  amounts  deposited, 
and  credit  it  with  amounts  withdrawn  per  check. 

Jan.  4.  T.  C.  Kerr  &  Vo  have  not  purchased  this  Case  of  Tweed,  but 
have  merely  accepted  it  to  sell  for  us,  and  will  hold  it  subject  to  <»ur 
order  until  sold  or  recalled.  They  do  not  owe  us  for  the  goods,  and 
should  not,  therefore,  be  charged  with  them. 

The  name  "  Shipment"  is  ap])lie(i  to  such  transactions,  and  in  order 
that  a  proper  account  may  be  kt}>t  with  each,  the  consiynee-'^'  name  or 
place  of  residence  should  l)e  attached  and  the  shipments  numbered. 
This  account  may  be  named  •'Shipment  to  Kerr  &  Co.,  No.  I,"  or 
"Ship't  to  Hamilton,  No.  1."  It  should  be  debited  for  the  full  value  of 
the  goods  and  for  all  charges,  thus  :  Ship't  to  Kerr  &  Co.,  No.  1,  Dr. 
$536.50.     To  Mdse,  $5.25,  and  To  Cash,  $11.50. 

.Jan.  6.  As  Interest  and  Discount  are  the  same  in  nature  and  effect, 
both  representing  the  use  of  nwneif,  and  indicating  the  amount  paid  or 
received  for  it,  we  do  not  deem  it  necessary  to  keep  se])arate  accounts 
for  them  ;  therefore,  post  both  under  the  same  heading — Iniehest. 

In  order  to  get  a  note  discounted  at  a  l)ank,  it  must  be  properly  en- 
dorsed. This  note  h;i3  been  discounted,  and  cash,  S4HS.0S,  nceived. 
The  bank  kept  the  ba' mce,  $l.li2,  for  the  use  of  the  money  until  the 
not*  alls  due.  The  .Journal  entry  should  be  as  follows  :  Cash,  Dr. 
$49S.I8;  Interest,  Dr.  $l.:?2.     To  Bills  Ht'ceivable.  ^mi 

lash  was  received,   Discount  whs  allowed  or  paid;  therefore,  Cash 
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and  Interesfc  should  be  ihhlh'il,  and  as  the  Bill  was  parted  with,   Bills 
Receivable  should  be  <'redUed. 

Jan.  8.  This  Tweed  has  men  ly  l)e<"n  received  from  T.  Brown  k  Co. 
for  sale  on  their  account  and  risk,  and  as  wn  have  not  pun-hased  i^e 
goods,  T.  Brown  &  Co.  should  not  be  credited.  The  name  "Consign- 
ment" is  usually  given  to  property  received  for  sale  on  account  and  risk 
of  the  shipper.  In  order  to  distinguish  between  difTerent  consignments, 
the  shipper's  name  should  be  prefixed  and  each  one  numbered.  This 
account  may  be  called  '*  Brown  &  <."o.'8  Consgt.,  No.  1,"  or,  as  some 
merchants  term  it,    "  Brown  9t  Co.'s  Sales,  No.  1." 

The  account  is  dfhitfd  for  all  charges  paid  on  it  when  received,  and 
for  all  costs  accruinj;  thereon  while  in  your  possession,  and  credited  for 
all  its  incomes  and  sales.  It  should  be  journalized  as  follows  :  T.  Brown 
&  Co.'s  Consgt,  No.  I,  Dr.  $12.40.     To  Cash,  $12.40. 

Jan.  9.  A.   B.   Campion  owes  ua  on  account,   and  we  have   given 
Mclnues  Bros,  a  draft  on  him,  expecting  (Jampion  to  pay  it  wheh  it  falls 
due. 
Ddnt    Mdse   ^A  credit   A.   B.  I  ^'"/[f^  ^«l'**  Mds% to  Mclnnes  Bros 

I'o^,.;^^  <  and   then   deoit  Mclnnes  Bros,   to  A. 

Laminon.  i  n   r\        • 

'■  [  B.  (  anij,ion. 

In  Journalizing  Drafts  issued  or  received,  observe  the  following 
HuLE. — Credit  the  person  or  hank  you  drain  ni>,  hecaut*e  that  person  or 
ftnnk  pays  an  amount  on  your  account. 

Dchit  the  person  who  draws  on  you,  because  you  pay  a  certain  amount 
on  hiH  account. 

Ja\.  1 1  The  acceptance  of  this  Draft  i.s  the  same  in  effect  as  paying 
J.  (r.  MacKenzie  &  Co.  $400  by  Note.  It  is  agreeing  to  pay  the  Draft 
by  writing  the  word  "  .\ccepted  "  across  its  face,  and  signing  your  name. 
When  a  Draft  is  accepted  by  you,  debit  the  person  who  draws  on  you. 
or  the  person  on  whose  account  the  acceptance  is  given,  and  cret/if  Bills 
Payable. 

The  Draft  on  Campion,  of  the  9th  inst.,  was  discounted  to  Mclnnes 
Bros.,  by  the  bank,  and  when  presented  to  Campion  he  refused  to  accej>t 
it.  The  bank  then  had  it  protested  for  non-acceptance,  and  returned  it 
to  us  for  payment.  As  we  credital  ( 'ampion  with  the  Draft  when  we 
drew  on  him,  we  must  now  debit  him  with  the  same  amount.  He  re 
fused  to  assume  the  responsibility  respecting  the  Draft,  an<l  should  not, 
therefore,  be  charged  with  the  })rotest  fee.  The  entry  should  be  as  fol- 
lows :  A.  B.  Campion,  Dr.  $22r»,  the  amount  previously  placed  to  his 
credit.  Loss  and  Cain,  Dr.  $l.0(),  the  amount  of  protest  fee.  Cash. 
Cr.  $226.00,  the  amount  of  cash  paid. 

Jan.  19.  tiee  explanation  of  the  (!fh.  Having  indorse''  this  Note 
before  discounting  it,  we  became  responsible  for  its  payment,  in  case  it 
was  not  paid  by  the  maker.  .\s  he  does  not  pay  it,  and  the  Note  is 
allowed  to  go  to  cotest,  the  bank  looks  to  us  for  payment  of  tlie  Note, 
together  with  the  protest  charges.  We  do  pay  it,  and,  holding  the  pro- 
tested Note  as  evidence  of  the  fact,  charge  the  maker  (or  person  from 
whom  received)  with  the  full  amount  paid  on  his  behalf.     The 


entry  will  therefore    be  :    P.    K.  Sanderson,   Dr.  $501.00. 
$501.06. 
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Jan.  20.  flaring  disposed  of  the  jj;oods  Ixloiiging  to  lirown  ft  C'o.'s 
consgt,  we  tin<l  that,  after  dedueting  all  charges,  we  have  in  onr  p»>s- 
session  $444().()()  V'elonginjj;  to  T.  Brown  ft  Co.,  for  which  we  should  give 
them  credit,  ("ommiasion  should  be  credited  for  the  amount  it  has  pro- 
duced. Journal  entry:  Tho.s.  Brown  &  ('o.'s  ('onsgt,  Dr.  $4537.00.  To 
Comraission,  $91.     To  Thos.  Brown  &  Co.,  .'$444r) .60. 

J.AN.  2<).  Notes  are  fre(|uontly  renewed  in  this  way,  when  it  is  found 
inconvenient  to  jiay  the  whole  amount  at  the  time  of  maturity.  Hills 
Receivable  is  •lihiftd  for  the  amount  of  the  new  note  received,  $I04().(;tt. 
Interest  is  crfdit<tt,  .*?40.Gt),  and  Hills  Keceivable  is  cntdittd  for  the  face 
of  the  old  note  parted  with,  $1000. 

Jan.  27.  !^ee  co-plnnation  nf  tlie  Hth.  The*  only  difference  between 
this  transaction  and  that  of  the  (ith  inat.  is  that  the  net  j)roceeds  of  the 
Note,  instead  of  being  taken  away,  are  left  to  our  credit  in  the  Hank. 
In  maknig  the  entry  dkhit  the  Merchants'  Hank  for  the  amount  left  on 
deposit,  $24'2o.75;  dkbit  Interest  for  the  amount  paid  or  allowed  for 
the  use  of  the  money,  $1 1.75  ;  and  cREurr  Bills  Keceivable  for  the  face 
of  the  Note,  $2437.50. 

Jan.  29.  Cash  is  ^A'/>/M/ for  the  total  amount  received,  $r(()l.()0,  and 
P.  R.  Sanderson  cn'ditrd.  It  i<  customary  in  business  to  consi«ler  a 
check  receivnl  the  same  as  cash.  Being  payable  on  demand,  the  cash 
is  received  as  soon  as  it  is  presented  at  the  Bank,  or,  if  we  have  an  ac- 
count at  the  Bank,  the  amount  is  placed  to  our  credit  as  Cash  deposited. 

Accmmts  to  he  opened  : 

George  Wilson,  5;  Henry  Cumminos,  5;  Cash,  24; 
Merchants'  Hank,  10  ;  Bills  Receivable,  10  ;  A.  R. 
McMaster,  G;  J.  G.  McKenzie  &  Co.,  6;  A.  B.  Campion, 
7  ;  D.  Fj.  Fulford,  7  ;  Gordon  McKay  <^  Co.,  G  ;  P.  R. 
Sanderson,  5  ;  Thomas  Brown  it  Co.,  5 ;  J.  C.  Kerr  A  Co., 
5;  T.  Brown  &  Co.'s  Consot  No.  1,  5  ;  Meiujhandise,  24  ; 
Shipment  to  Kerr  (V:  Co.,  No.  1,  C  ;  Shipment  to  Kerr  & 
Co.,  No.  2.  5  ,  Commission,  5  ;  Interest,  6 ;  Expense,  13  ; 
Losii  and  Gain,  D  ;  Balance,  1G. 


SET  VL 


The  Books  to  be  t  sei»  i.v  v.,  skfnu  thi.s  Set   are, — Day  Book 

AND   .)<)l  RNAL    COMBlNKh,    AND    LeI»UKR. 

CHARArTRRiBTirH.  Tliis  Sot  is  iiitcndsd  to  illustrate  tlie  priiicipleB  of  »tiu)|>le  Coimnii- 
.-iDii  in  connection  with  a  (Jcncrttl  Merchamlisc  hnsiuensi ;  also,  the  jfivinv  '"d  receiv- 
ing? of  NoteN,  drawing:  and  accepting  Draft«,  and  mode  of  treatiiiK  them  wlien  they 
fall  due— Drawing  and  receiviner  (^hcckn,  and  keepinij  a  Uuik  Account  in  th« 
Lodger 
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SET  \  r. 


TWO   PARTNERS. 


1877. 


Jan.  1st.  George  Wilson  and  Henry  Cummings  have  this  day 
entered  into  partnership  as  Diy  Goods,  Grocery  and  Commis- 
sion Merchants,  under  the  firm  name  of  *'  Wilson  ^  Cummings," 
renting  store  and  fixtures  from  A.  Petrie,  at  $900  per  annum, 
and  agreeing  to  sliare  gains  and  losses  in  proportion  to  capita) 
invested. 


IP 


,1 1  •'. 


George  Wilson  invests  : — 

Cash,  as  per  C.  B.,  $2,800 ;  Stock  of  Merchandise  from  a 
former  business,  $3,000 ;  P.  R.  Sanderson's  Note,  at  three 
months,  from  October  15th,  1876,  for  $500. 

Henry  Cummings  invests  : — 

Cash,  as  per  C.lx,  $3,000  ;  W.  J.  Peterson's  Note,  at  six 
months,  from  July  23rd,  1876,  bearing  interest  at  8  per  cent., 
for  $1,000  i  Interest  accrued  to  date,  $35.51. 

2.  Bought  of  A.   R.   J\lo Master,   Toronto,   on  acc't,  4  cases, 

5,200  yds.,  Muslin,  at  20c.,  $1,040;  deposited  in  bank, 
$4,000.     Cash  mles  this  day,  $170.50. 

3.  Bought  of  J.  G,  McKenzie  &  Co.,  Montreal,  on  acc't,  3 

cases  Prints,  3210  yds.,  at  lOc,  $321  ;  4  cases  do,  3,500 
yds.,  at  15c.,  $525  ;  total,  $846.  Paid  for  Repairs, 
$50.40  ;  Freight  and  Drayage,  $10.60.  Cash  salts  this 
dai/,  $320. 

4.  Shipped  T.  C.  Kerr  &  Co.,  Hamilton,  to  be  sold  on  our 

account  and  risk,  1  case  Tweed,  10  pieces,  350  yds.,  at 
$1.50,  $525.  Paid  Insurance  on  same,  $11.50.  CWi 
sales  this  day,  $240.70. 

5.  Sold  A.  B.  Campion,  on  acc't,  1  case  muslin,  1,300  yds.  at 

25c.,  $325  ;  12  pieces  Tweed,  420  yds.,  at  $1.25,' $525  ; 
total,  $850.  Paid  for  printing  Bills,  $8.40.  Cash  6ale.< 
this  day,  $324.20. 

6.  Had  P.  R.  Sanderson's  Note  of  Oct.    15th,  discounted  at 

Merchants'  Bank— face  of  Note,  $500  ;  Discount  ofi"  for 
unexpired  time,  12  days,  at  8   })er  cent.,  $1.32  ;  Cash 
received,  $498.68.     Pai«l  Cartage,  $1.50. 
8.   Received  from  Thos.  Brown  <^  (*o.,   Montreal,  to  be  sold 
on  their  account  and  risk.  5  cases,    100  pieces,  Tweed, 
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3,250  yds.,  at  $l.2«,  $3900.  Paid  Freight  and  Dray^ 
age  on  same,  $12.40.  Deposited  in  Bank,  !?2,000. 
Bought  of  A.  B.  Campion,  on  acc't,  10  chests  Gunpowder 
Tea,  1,250  lbs.  net,  at  50c.,  $625.  Cash  sales,  $325.30. 
0.  Bought  of  Mclnnis  Bros.,  Hamilton,  7  pieces  Canadian 
Twe'iiu,  225  yds.,  at  $1,  $225.  Gave  in  payment  my 
Draft,  at  10  days  sight,  on  A.  E.  Campion,  payable  at 
the  Merchants'  Bank,  foi'  the  full  amount.  I'aid  Freight, 
$8  40. 

10.  Sold  D.  E.  Fulford,  Kingston,  on  acc't,   1  case  Prints,  930 

yds.,  at  12^0.,  $116.25;  2  pieces  Canadian  Tweed,  64 
yds.,  at  $1.25,  $80  ;  total,  $196.25.  Paid  for  cleaning 
store,  $4.50  ;  for  Wood,  $60.     Cash  sales,  $425.65. 

11.  Remitted  J.  G.  McKenzio  Sc  Co.,  Montreal,  Cash  on  acc't, 

$446,  and  our  Acceptance  at  10  days'  sight  for  the  balance 
of  their  account,  $400.  Paid  for  Advertising,  $20.40. 
The  Draft  given  Mclnnis  Bros,  on  A.  B.  Campion,  has 
been  protested  for  non-acceptance,  and  returned  to  us, 
by  the  Merchants'  Bank.  Paid  the  face  of  the  Draft 
and  protest  fee  in  Cash,  $226.06. 

12.  Bought  of  Gordon,  Mackay  &  Co.,  Toronto,  on  acc't,  10 

pieces  Scotch  Tweed,  350  yds.,  at  $1.30,  $455.  Ac- 
cepted A.  R.  McMaster's  Draft  of  the  8th  inst.,  payable 
10  days  after  date,  at  the  Merchants'  Bank,  in  Toronto, 
for  $500. 

13.  Sold  A.  B.  Campion,  for  his  Note  at  three  months,  1  case 

Prints,  840  yds.,  at  12k.,  $105.  Paid  Gordon,  Mackay 
&  Co.,  in  full  of  account,  per  check,  $455. 

15.  Bought  of  J.  G.  McKenzie  S:  Co.,  Montreal,  10  cases  Cana- 

dian Tweed,  120  pieces,  3,720  yds.,  at  $1,  $3,720.  Gave 
inpayment  our  Note  at  30  days  for  $2,000,  check  for 
$720,  balance  to  remain  on  account.  C'ttcvA  sales  thisdaij, 
$340.50. 

16.  Sold  A.   B.  Campioi;,   for  Note  at   30   days,   from   Thos. 

Brown  (V:  Co.'s  Consignment,  50  pieces  Tweed,  1,625 
yds,,  at  $1.50,  $2,437.50.  Paid  Clerks  on  acc't,  per 
check,  $150.     Cash  sales,  $150.60. 

17.  Gave  A.  Iv.  McMaster  Draft  at  30  days,  on  D.  E.  Fulford, 

for  amount  of  his  account,  $196,25.  Cash  sales  this  day, 
$390.50. 

18.  Received  from  A.  B.  Cam])ion,  ('ash  in  full  of  acc't,  $225. 

Sold  D.  K.  FuH(»rd,  4  pieces  Scotch  Tweed,  140  yds.,  at 
$1.50,  $210.     Received  in  payment,  check  for  $100. 
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19.   P 


20 


22 


23 


26 


*>7 


balance  on  account.  Paid  sundry  itoms  of  Expense,  per 
check,  $12. no. 

R.  Sanderson's  Note  of  Oct.  15th,  1876,  which  was  dis- 
counted at  the  Merchants'  Bank  on  the  6th  inst.,  fell 
due  yesterday,  was  protested  for  non-payment,  and  re- 
turned to  us.  Paid  the  Note  and  protest  fee,  per 
check,  $501.06.  Sold  G.  H.  Ireland,  for  Note  at  one 
month,  tiie  balance  of  Thos.  Brown  &  Co.'s  Consiijnment, 
50  pieces  Tweed,  1625  yds.,  at  $1.30,  $2112.50.  De- 
posited in  Bank,  $500.  Remitted  A.  R.  McMaster, 
Cash.  $2I>0,  and  our  Note  at  30  days  for  $300,  with 
which  to  retire  Draft  for  $500,  falling  due  on  the  21st 
inst. 

Rendered  Thos.  Brown  &  Co.  an  Account  Sales  of  their 
Consignment  of  the  8th  inst.  Our  Commission,  at  2 
per  cent.,  $91  ;  Thos.  Brown  &  Co.'s  net  proceeds, 
$4,446.60.  Total  debit  to  Thos.  Brown  &  Co.'s  Con- 
signment, $4,537.60.     Cash  salfs,  $318. 

Bought  of  A.  B.  Campion,  on  acc't,  200  bbls.  Goderich 
Salt,  at  $1.25,  $250.  Paid  Freight  on  same,  per  check. 
$12.  Deposited  in  Bank,  $500. 
Shipped  T.  C.  Kerr  iK:  Co.,  Hamilton,  to  be  sold  on  our 
account  and  risk,  150  bbls.  Goderich  Salt,  at  $1.50, 
$225.  Paid  Freight  on  same.  $12.35.  Cash  sales, 
$278.45. 
24.  Paid  our  Acceptance  of  the  11th  inst.,  favor  of  J.  G. 
McKenzie  &  Co.,  due  this  day,  per  check,  $400.  Sold 
D.  E.  Fulford,  on  acc't,  50  bbls.  Goderich  Salt, at  $1.75, 
$87.50.     Deposited  in  Bank,  $500. 

Received  from  T.  C.  Kerr  tV  Co.,  Hamilton,  an  Account 
Sales  of  the  Tweed  siii{)ped  them  on  the  4th  inst.  Net 
proceeds,  which  have  been  entered  to  our  credit,  $586.40. 
W.  J.  Peterson  has  renewed  his  Note  of  July  23id, 
1876,  due  to-day,  by  giving  a  new  note  at  30  days  for 
the  old  one,  and  interest  thereon.  Face  of  old  Note, 
$1000  ;  Interest,  $40.66 ;  face  of  new  Note,  $1040.66. 
Cash  sales,  $265.40. 

Had  A.  B.  Campion's  Note  of  the  16th  inst.  discounted  at 
Merchants'  Bank,  and  net  proceeds  placed  to  our  credit. 
Face  of  Note,  $2437.50  ;  Discount  for  22  days  at  8  per 
cent.,  $11.75  ;  net  proceeds,  $2,425.75.  Accepted  J. 
G.  McKenzie  &  Co.'s  Draft  in  favor  of  R.  W.  Easton, 
at  30  days  sight,  for  $1,000,  in  full  of  account. 
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29.  ReceiY«d  from  P  R.  Sanderson,  check  for  $501.06  in  fnll 

for  hi«  Note  oi"  Oct.  15th,  1876,  and  protest  charges 
th«reon,  paid  by  us  on  the  19th  inst.  Gave  A.  R. 
McMaster  a  Sight  Draft  on  T.  C.  Kerr  &  Co.  for 
$343.75,  in  payment  of  account.     Cash  salts,  $178.40. 

30.  Paid  Thos.  Brown  k  Co.'s  Siglit  Draft  upon  us,  favor  of  S. 

Clare,  for  $4446.00,  per  check.  Paid  1  month's  rent 
of  store,  $75  ;  Clerk  hire,  $240. 

Inrentory  of  effects  not  shown  on  Ledger : — 

Merchandise  unsold         -        -        -      $5221  88 
Shipment  to  Kerr  &  Co.,  No.  2       -  225  00 


Total  Net  Gain 

Geo.  Wihoiis  share  of  Net  Gain 

H.  Citmmiuys' 


it 


(( 


$453  70 
276  55 
177  15 
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G. 


Obiserre  particularly  the  following  form,  that  you  may  be 
able  to  express,  in  this  manner,  any  concivable  transaction, 
combining  all  the  essential  points  of  the  sepirate  Day  Book 
and  Journal.  Where  more  practical  forms,  for  the  purpose  of 
condensation,  are  not  in  use,  the  Journal  Day  Book  meet* 
with  great  favor,  as  being  both  plain  and  practical. 

In  writing  up  this  book,  make  your  Jouiiial  t^ntry  first,  from 
the  record  of  transactions  ;  then  write  the  explanation  mini*'- 
diately  under  it  in  a  smaller  hand,  connneiicing  about  half  wav 
between  the  centre  of  the  page  and  the  date  column,  at  illus- 
trated in  the  following 


;6. 


at 

lit. 
)er 


'1  ' 


\ 


>n, 


.•I 
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FORM  OF  JOURNAL  DAY  BOOK. 


January  1,  1877. 


(1) 


Geo.  Wilson  and  Henry  Cum- 

mings  have  this  day  entered  into 

co-partnership  as  Dry  Goods,  Gro- 

cery and  Commission  Merchants, 

under  the  firm  name  of  "  Wilson 

&  Cummings,"  agreeing  to  share 

gains  and  losses  in  proportion  to 

capital  invested. 

(C 

6300 

Sundries,  Dr.  to  Geo.  Wilson 

For  effeota  inTcstecl. 

Cash 

2800 

00 

As  per  C.  B. 

Merchandise 

3000 

00 

As  per  Inventory 

Bills  Receivable 

600 

00 

p.  K.  Sanderson's  Note,  as  per  B.B. 

4035 

Sundries,  Dr.  to  Henry  Cummings 

For  offectt  invested. 

Cash 

3000 

00 

Ab  per  C.  B. 

Bills  Receivable 

1000 

00 

W.  J.  Peterson's  Note,  as  per  B.  B., 

bearing  interest  at  8  per  cent. 

Interest 

35 

51 

Accrued  on  above  Note  to  date 

1040 

00 

———                         it 

Merchandise  Dr. 

To  A.  R.  McMaster 

1040 

Boiijrhtfrom  him  on  acc't. 

4  caves  Muslin,  5,200  yds.,  at  20c. 
« 

170 

50 

Cash  Dr. 

• 

To  Merchandise 

1 

170 

1 

Sains  tliis  day,   taken  f-')m  Ca«lj| 

f 

Box. 

Amount  forward 



01 

11546 

11546 

00 


51 


50 


15b 


51 
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January  2,  1877. 


Brought  forvrard 

iMerchant*'  Bank  Dr 
To  Cash 

Amount  deposited. 

3 


Merchandise  Dr 

To  J.  Vr.  McKenzie  ^  Co 


50 


Expense  Dr. 

To  Cash 


Biuijrht  nil  ufc't, 

3  cases  I'riiit.s,  3,210  yds 

at  lOc.  -         -        .        .■'  Moi  (,o 

4  cajci.  Prints.  3,500  yds  • 
*'  l^c.  -        -        .        - '    626  00 

i( 


Paid  for  repairs 
Freiiflit  and  drayape 
. u 


160  40 
10  (iO 


Cash  Dr. 

To  Merchandise 

Sales  tliis  day,  from  till. 

4  — 


Ship't  to  Kerr  &  Co.,  No.  I,  Dr. 
To  MtTthandise 
"   Cash 


Shipped  t..  J.  C.  Kerr  *  Co.,  to  he 
sold  oil  ,,ur  aicouiit  and  risk— 

1  cast"  Tweeds,  10  pes,  360 
yds.,  »t  $1.50-        -        -  $525  00 

Paid  Insuriinco  on  same   -      11.50 


Cash  Dr. 

To  Merchandise 

Sales  this  day. 


11546 
4000 

846 


01 
00 

00 


61 


320 


536 


00 


00 


50 


240 


'0 


1755021 


11546 
4000 

846 


01 
00 

00 


61 


00 


320 


525 
11 


00 


00 
50 


240 


17550 


70 
21 


-.un,al.in,  the  transaction  Hr^^Ll^S  ni^ -xH/aSlr ll^^S^- ^^^'^^  «^' 


I 


ll 
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SET  VII.— GKOCEKY  BUSINESS. 

Books  to  be  used. — Journal  Day  Book,  Cash  Hook,  1'ill  Boojc, 
Invoice  Book,  Sales  Book  and  Leuopa',. 

FurniB  and  •xplaiiations  uf  those  bouUa  not  befure  used  will  lie  fuuiid  immediattly  aftt-r 
thti  Set. 

January  2,  1877. 

A.  R.  Sanderson  and  Wm.  Golden  form  a  co-partner- 
ship for  the  purpose  of  conducting  the  Wholesale  and  Ketail 
Grocery  and  Produce  Business,  agreeing  to  share  gains  and 
losses  equally. 

A.  R.  Sanderson  invests — 

Merchandise,  as  per  Inventory          -        -  $5000  00 

Balance  of  account  due  from  A.  S.  Austin  870  00 

Cash,  as  per  C.  B. 4130  00 

Wm.  Golden  invests — 

Cash,  as  per  C.  B. $9000  00 

Balance  of  account  due  from  H.  Gordon  -      1000  00 

Engaged  James  Spry,  Wm.  Active,  George  Storey  and  Isaac 
Porter,  as  clerks,  at  $480  each  per  year,  salaries  payable; 
moiithly.* 

3.  Sold  T.  C.  Kerr,  St.  Catharines,  on  his  Acceptance  at  10 

days,  5  bbls.  Crushed  "A"  Sugar,  1000  lbs.,  at  l^^c. ; 
8  bbls.  Strong  Bakers'  Flour,  at  $G  ;  10  bbk  Spring 
Flour,  at  $5.50  ;  10  bbls.  Extra,  at  $7  ;  15  bbls.  Supe- 
rior Extra,  at  $7.25.     Cash  sales  this  day,  $120.30. 

4.  Paid  tor  advertising  business  in  daily  papers,  $115.60. 

Sold  A.  S.  Austin,  Guelph,  on  acc't,  5  bbls.  Salmon 
Trout,  at  $14  ;  20  bbls.  Herrings,  at  $4  ;  40  bbls.  Su- 
perior Extra  Flour,  at  $7.75.  Paid  lor  set  of  books  for 
store,  $15.60.  Cash  sales  to-day,  $170.55. 
Bought  of  Smith  &:  Keighley,  Toronto,  on  acc't,  650  lbs. 
Java  Coffee,  at  32c. ;  1500  lbs.  No.  2  Sugar,  at  9c.  ; 
1)65  lbs.  Uncolored  Japan  Tea,  at  56c.  ;  560  lbs.  Young 
Hyson,  at  74c.  ;  750  lbs.  Prince  of  Wales'  Tobacco,  at 
3Uc.  Paid  Wm.  Active,  on  acco^int  of  wages,  $5.50. 
Cash  salts,  $150. 


5. 


Aaiio  valua  iv  «xeliaiiged,  a  infiiiurandiini  of  tliiiin  the  .luurnal  i«  hII  tUmt  it  re({uiit:d. 
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6.  Dei.ositr.l  ill  M(Mvluini8'  Rank,  $12000.     ITa<l  T.  C.  Kens 
Ar(M'j»tanco  olllu'  3r(l  inst.  discounted  at  Iknk.     Face 

of  Acceptance,  $ ;  Discount  off,  at  8  per  cfut., 

$ ;  Cash  received,  $ . 

Note. — Observe  the  manner  in  which  this  transaction  is  entered 
in  the  C.  B.  Instead  of  entering  only  the  amount  actually  received, 
and  debiting  Discount  in  the  Journal,  the  full  amount  of  the  Note  isen- 
terutl  on  the  Dr.  side  of  the  C  B..  as  though  it  had  actually  been  received, 
and  the  Discount  is  entered  on  the  Cr.  siile.     See  entry  in  (J.  B. 

8.  Bought  of  Rinimer,  CJunn  &  Co.,  Montreal,  on  4  months' 

credit,  or  4  per  cent,  off  for  cash,  2,400  lbs.  Crushed 
"A"  Sugar,  at  12c.;  1,500  lbs.  Eleme  Figs,  at  15c.; 
1,350  lbs.  S.  S.  Almonds,  at  21c.  Paid  freiditon  above, 
$10.70.  \Vm.  Golden  withdrew  on  acc't,  $150.  Cash 
sales,  $186.50. 

9.  Bought  of  J.  A.  Mathewson,  Montreal,  on  3  months'  credit, 

or  3  per  cent,  off  for  cash,  100  boxes  Layer  Raisins,  at 
$2.25  ;  5  bbl.s.  Zante  Currants,  at  $12.50.  Paid  freight 
on  same,  $5.40.      Cash  sales,  $216.80. 

10.  Sold   P.  D.   Conger,   Toronto,  on  30  days'  credit,  2  bags 

Java  Coffee,  250  lbs.,  at  40c.  ;  2  half  chests  Colored 
Japan,  125  lbs.,  at  70c.  ;  500  lbs.  Crushed  "A"  Sugar, 
at  13c.  Received  from  A.  S.  Austin,  cash  on  acc't, 
$500.     Cash  sales,  $265.30. 

11.  Received  from  H.  Gordon,  his  Note  at  3  months,  for  $400, 

to  be  applied  on  account.  Paid  for  sundry  expenses, 
$12.50.     Cash  sales,  8240.50. 

12.  Sold  T.  C.  Kerr,  St.  Catliarines,  on  his  Note  at  2  months, 

10  bbls.  White  Fish,  at  $6  ;  10  bbls.  Salmon,  at  $14; 
3  bags  Hio  Coffee,  136,  12,  151,  ii,  153,  17  *— 396  lbs. 
net,  at  4()c.     Cash  sales,  $175. 

•  The  large  number*,  as  13(5,  represent  the  gross  weight,  and  the 
gmall  numbers  to  the  right,  as  12,  the  number  of  lbs.  tare. 

13.  Bought  of  J.  Cairuthers  &   Co.,  Kingston,   for  Cash,   10 

bbls.  Golden  Syrup,  at  $24.40  ;  4  blils.  Bordeaux  Vine- 
gar, $10.50  ;  100  bbls.  Salt,  at  $1.50.  Remitted  Rim- 
mer,  Gunn  &  Co.,  Montreal.  IJank  Draft,  in  full  for  their 
invoice  of  the  Sth  inst.  ;  less  4  per  cent,  discount.  Paid 
Cash  for  the  Draft,  ^  pei-  cent.  Hxchange,  and  the  ne- 
cessary stamps.  A.  R.  Sanderson  withdrew  on  acc't, 
$200.     Paid  Isaac  Porter  on  acc't  of  salary,  $12. 

NoTK.  —  In  the  above  remittancr  rhe  4  per  cent,  discount  amountt;  to 
)i^31.80,  which,  deducted  from  tl'     face  of  the  invoice,  leaves  |764.r4, 
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tlic  amount  of  tho  face  of  the  hraft.  Tho  stamps  rii|iiinMl  (.'{c.  on  (>\  <m  v 
JHM)  or  fraction  thereof),  ajnount  to  '24c.,  and  ilif  i  xcliange  to  iXIc.  'I'lio 
caah  actually  paid  out  ia,  face  of  Draft,  $7(54.(54;  StanijiH,  'J4c. ;  Kx- 
change,  9(5c. ;  total,  $7(5r».H4 — and  the  difference  between  this  and  tlie 
face  of  the  invoice,  $79(5.50,  is  fM().()G,  the  amount  actually  gained  by 
paying  this  bill  within  30  days. 

The  entry  ia  made  in  the  C.  B.  similar  to  the  Acce])tance  discounted 
on  the  Gth  inst.  The  full  amount  of  invoice  is  entered  on  the  O.  side, 
and  the  discount  on  the  Dr.  side.     See  entry  in  C  B. 

15.  Sold  H.  Gordon,  Tkrrie,  on  acc't  at  30  days,  10  1)1)1;^. 
Apples,  at  $4.r)0  ;  10  bids.  Mess  Pork,  at  .^15  ;  25  l)b]s. 
Spring  Rakers'  Flour,  at  $7.  Had  H.  Gordon'.s  Note  of 
the  11th  inst,  discounted  at  Merchants'  Bank,  and  net 
proceeds  left  to  our  credit.  Face  of  Note,  $400  ;  Dis- 
count off,  nt  8  per  cent,  per  annum,  $7.80 ;  Net  pro- 
ceeds, $392.20.     Cash  sales,  $245,00, 

Note, — The  net  pn^cceds  of  the  above  note  being  left  in  the  Hank 
to  the  O.  of  the  lirm,  no  entry  is  made  in  the  C,  B,     The  J«mrnal  entry 

is, — l>ank  Dr.,  $ ;  Discount  Dr.,  | ;  To  Bills  Rec,  $ .     See 

.lournal  Day  Book. 

U).  Accepted  Smith  &  Keighley's  Draft,  at  10  days,   for  the 

amount  of  their  invoice  of  the  5th  inst,  $— .     Paid 

for  re])airing  store,  $(15.75. 

17.  Sold  P.  D.  Conger,  Toronto,  for  his  Acceptance  at  60  days, 

1200  lbs.  Cheese,  at  Uc.  ;  20  bbls.  Extra  Bakers'  Floiii-, 
at  $7.50;  30  bbls.  Superior  Extra  do,  at  $S  ;  10  bbls. 
Salmon  Trout,  at  $14  Remitted  J.  A.  Mathowson, 
Montreal,  Bank  Draft  in  full  for  his  invoice  of  the  Utli 
inst.,  less  3  p«'r  cent,  discount.  Gave  check  for  Draft, 
I  ]ier  cent.  Exchange,  and  necessary  stamps.  Cash  sales, 
si  80. 70. 

18.  Received  from  H.  Gordon,  Cash  on  acc't,  $400.     Ha*!  P. 

D.  Conger's  Acceptance  of  the  17th  inst.  discounted  at 
Merchants'  Bank,  at  8  per  cent,  per  annum,  and  net 
proceeds  left  to  credit.  Paid  one  quarter's  rent  of  store, 
|2(M).     Cash  sales,  $195. 

19.  Boimht  of  H,  A.  Nelson  &  Sons,  Toronto,  $200  doz.  C(trn 

Brooms,  at  $3,25;  20  doz,  at  $4  ;  20  doz.  at '$4.25. 
Gave  in  payment  check  on  Mercliants*  Bank  for  the 
amount.     Deposited  in  Merchants'  Bank,  $200, 

20.  Sold  A.  S.  Austin,  Guelph.  on  acc't,  15  bbls.  Salmon  Trout, 

at  $14;  8  bbls.  White  Fish,  at  $6;  25  bbls.  Herrings, 
at  $4.  Paid  sundry  items  of  expense,  $25.00.  Re- 
ceived from  H.  Gordon,  Cash  on  acc't,  $20.     Cash  salts, 
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22. 


lorn 
,25. 

I  the 

)Ut, 


23. 


•24. 


Onve  IT.  A.  Nelson  &  Sojis  u  hratl  at  10  days,  on  II.  (Jor- 
lion.  tor  $'100.  Wnv  \i  «»f  ( Irani)),  ToVraiirc  &.  Co., 
'r<)ront(>,  on  .uc't  at  CtO  .lays,  or  3  per  (UMit.  otl  foi  cash. 
12  bau's  Itio  Cotrt'c.  ir)i;o  Ihs.,  at  :\2c.  ;  10  clicsts  Cmi 
powdrj'  Tea.  117.")  jh.s.,  at  (iOc.  ;  10  Itoxi's  Wcstn-ii  l.rat 
Tobacco,  at  $4 1  ..^)0.      Cash  sulfs,  $2 1  (;.4i >. 

Accepted  A.  S.  Austin's  Draft,  at  3  days'  sij^dit,  for  8200. 
IJeceived  from  Henry  (Gordon,  liis  Note  at  3  nionths,  f'oi 
$MH).      Paid  James  Spry,  on  acc't  of  \va,i;»'s.  .*20. 

Solii  T.  C.  Kerr,  St.  ( 'atliarines,  on  acc't,  42.')  lbs.  j-'actory 
Cheese,  at  12c.;  4  boxes  Prince  of  Wab-s"  Tobacro. 
114,  19,  110,  i«,  lis,  20,  120,  20—  .'V.IO  lbs.  net,  at 
32c.  Had  H.  Gordon's  Note  of  the  23rd  innt..  dis- 
counted  at  Merchants'    Hank.     Face  of  Note.  8 ; 


2."^ 


2G. 


*>7 


2U. 


30. 


discount    off,  at   8   per   cent.,  8 ;    Cash   received, 

;i< .     Keceived  tVom  A.  S.  Austin,  to  be  api)lied  oji 

acc't,  GOO  bbls.   Uoderich   Salt,   at  $1.50.      Cas/i  suit's, 
8  i  45.25. 

Accepted  Cramp,  Torrance  *t  Co.'s  Draft,  at  GO  day.*;,  for 

amount  of  their  invoice  of  the  22nd   inst..  $ .     lle- 

c«  i\'ed    from    11.    Gonlon,    Cash    to    balance    his    acc't, 
$ .     A.  II.  Sanderson  withdrew  on  acc't.  8145. 

Bou.ubt  of  Smith  iV  Kei^bley.  Toronto,  20  half  ciiesls  Gun- 
powder Tea,  1145  lbs.,  at  f»Gc.  ;  lo  do  (.'olored  .Japan, 
GGO  Ib.s.,  ut  GOc.  ;  10  bbls.  Standard  Syruj),  370  .i^alLs., 
at  34:C.  Paid  them  Cash,  81000,  balance  to  r*'main  on 
acc't.  Paid.  J.  Spry,  on  acc't  of  salary,  810.  Cashsahs, 
$218.20. 

Bought  of  Rimmer,  Gunn  Sc  Co.,  on  3  months'  credit,  GO 
bhls.  Crushe.l  "  A  "  Sn.uar,  12000  lbs.,  at  lo^r.  ;  75  bbls. 
Vollow  Sn-ar,  15000  ll)S.,  at  8c.  ;  5(i  bbl-s.^Porto  kico 
Sugar,  10000  lbs.,  at  7c.  Paid  Taxes,  $i().GO;  for 
cleaning  store.  $4.50. 

Sold  P.  D.  Congei',  Toronto,  for  Note  at  3  months.  :'.() 
bbls.  Salmon  'Iront,  at  $14.  Paid  our  Acceptances  «lu.' 
tliis  day,  })er  check, — one,  favor  of  Smith  &  Iveigldtv, 
and  the  other  favor  of  A.  S.  Austin. 

lu'c«'ived  from  A.  S.  .\iistin.  Cash,  on  acc't,  $100.  ilou^iht 
of  (J.  C.  Winger,  lliii^hlon,  tor  Cash,  10  bbls.  Salmon 
Trout,  at  8l>';  25  h\As.  White  Fish,  at  $5;  50  bbls. 
lleii'ings,  at  83.  Wm.  Golden  withdrew  on  acc't,  $215. 
Cash  sales,  $2 75. GO. 
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31.  Paid  Clork.i  in  full  for  serviros  to  (late,  por  <her'k.      Paid 
for  Advertising^  per  flu'clc,  $r)n.2i). 

NoTK.  —  M:ik(>  two  piitrit'H  of  HettlfTiitut  with  Ch-rka.  Firat.  (U'l>it 
Expense  $\&K  and  credit  tjicli  Cleik  .'5!40,  UMH'Unt  (if  wa^^i's  for  the 
month.  Next,  ancertain  the  amount  actually  due  t^av.h,  and  iiiaLt*  a 
second  entry  debiting  the  C'lerks,  and  cniditinj.;  the  lUnk  with  the 
amount  paid. 

Merchaiii/ise  revinining  unsnid,  as  per  Inventory  lioo/c,  $l4r)50. 


REMARKS  ON  SET  VII. 

In  this  Set  is  represented  a  practical  method  of  keopini; 
books  wliicii,  witli  slight  variati(»n,  in  adnplcd  to  almogt  every 
kind  of  Inisiness.  I'lie  Casli  Hook,  Invoice  Hook  and  Sales 
Hook  are  used  as  hooks  of  original  entry.  The  Journal  Day 
Hook  and  Hill  Hook  are  kept  after  the  form  ado[)ted  in  th<! 
preceding  Set.  It  will  be  oh.served  that  this  mode  of  keeping 
accounts  lessens  the  explanations  recpiired,  and  greatly  facili- 
tates reference  to  the  several  entries  ;  and  by  taking  th^  totals 
of  certain  accounts,  instead  of  each  separate  item,  the  labor  of 
posting  is  very  much  reduced.  Although  certaiti  accounts,  as 
('ash,  Merchandise  ami  Expense,  are  not  posted  till  the  end  of 
t;ach  month,  Personal  accounts  can  be  kept  fully  posted  and 
ready  for  settlement  at  any  time — a  great  desideratum  in  many 
business  houses  ;  and  most  of  the  work  connected  with  the 
books  can  be  done  as  the  transactions  occur,  thereby  ])revent- 
ing  the  accumulation  of  work  at  periodic  intervals,  as  is  the 
case  when  the  Invoice  Book,  Sales  Hook  and  Cash  Book  are 
dournalized  at  the  end  of  each  month. 

The  books  sh(nd<l  be  written  up,  as  in  the  preceding  Set. 
All  the  entries  in  the  different  books  for  on©  day  should  be 
made  before  any  of  the  succeet'ing  day.  To  avoid  confusing 
the  pu])il  with  too  many  operation.-  at  once,  it  is  better  to  omit 
}josting  until  all  the  other  work  of  the  Set  is  completed,  but  in 
actual  business  the  posting,  as  well  as  writing  the  entries, 
should  be  done  from  day  to  day. 


JOURNAL  DAY  BOOK. 

The  form  of  this  book  is  the  same  as  that  of  Set  VI,  and 
requires  no  further  explanati<»ii.  It  is  used  for  such  miscella- 
neous entries  only  as  have  no  special  book  ap})ropriated  to  them. 

nil 
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INVOICE  BOOK. 
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All  purchases  of  merchandise  are  onttred  in  this  book.  The 
form  adopted  in  this  Set  is  to  copy  the  invoices  in  full.  This 
:;ives  a  book  record  of  the  details  f»f  merchandise  purchased,  in 
case  the  original  invoice  should  be  lost  or  destroyed. 

It  is  as  convenient,  and  saves  a  i^reat  amount  of  writing,  to 
])aste  the  original  invoices  into  a  large  book  ma(h'  for  the  pur- 
pose. In  swiue  Itusiiiess  liousrs,  wlu're  the  inv(»iees  are  long, 
they  are  tiled  and  numbered,  and  only  an  abstract  of  theiu 
entered  in  tliis  l)ook,  with  the  number  for  reference.  It  is  more 
convenient  to  refer  to  original  invoices,  by  means  of  an  in<lex 
to  a  book  in  which  they  are  pasted,  than  by  stacking  them 
from  tiles. 

In  whatever  form  the  Invoice  Book  is  kept,  every  entry  af- 
fecting the  di'l)it  si(l<'  of  Mercliandise  .Vccount  should  originate 
hero  ;  when  this  is  done  it  becomes  a  direct  check  upon  tlie 
Dr.  side  of  tii»'  Merchandise  Account  in  tl)e  Ledger. 

Merchandise  bought  on  account  is  posted  from  this  book 
directly  to  tlie  credit  of  the  person's  account  fnmi  wliom  bought, 
and  when  bought  for  a  note  or  acceptance,  it  is  posted  directly 
to  the  credit  of  Bills  Payable,  without  passing  through  the 
Journal. 

Merchandise  purchased  for  cash  is  entered  in  this  book,  and 
also  in  the  Cash  Book.  It  is  not  posted  until  th(;  end  of  the 
month,  when  the  total  amount  is  brought  fro  .11  the  0.  B.,  and 
added  to  the  footing  of  this  book,  and  then  posted  in  total  to 
the  debit  of  Merchandise  Account. 


SALES  BOOK. 

All  sales  of  merchandise  are  entered  in  this  book.  The 
amounts  of  goods  sold  on  account  and  for  notes  are  placed  in 
the  outer  column,  and  posted  ilirectly  to  the  debit  of  the  pur- 
chaser's account,  or  to  the  debit  of  Bills  Receivable  Account, 
in  the  Le»l<4er. 

A  nu^rclumdise  column  is  kept  in  the  Cash  Book,  in  which 
all  cash  sales  of  meichaudise  are  entered,  therefore  these  are 
not  entered  in  the  Sales  Book  until  the  end  of  the  month, 
when  the  total  cash  sales  are  brought  from  the  Cash  Book  and 
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tuMcil  to  tln'  total  tbotiiii^  of  tlie  Salos  liook,  ainl  all  [«v>f:lt,'tl,  in 
one  aiuouiit,  to  tlie  credit  of  tlie  M«.'ivhaiuli.st'  Account  in  tlio 
licflijcor, 

Wliolcsiilc  I10U.SC8  ^nicrally  »'iit»'r  casli  fsalcs  in  (U'tail,  a.s  a 
nit'mor.mdum,  in  tho  Saks  Hook,  but  do  not  (*xt"'n<l  su';h  cn- 
tii"'.s  iii  tile  iMitcr  column,  as  tlu^y  arc  usuuIIn'  posted  IVoui  tiio 
('  I).  TI11.S  .sytit«'ni  is  necessary  wlicn  laruc  salfs  arc  cH'crtcd, 
i'l'f  rcrcivticc,  and  t<»  ^uaid  against  «Mror,  l)Ut  it  canni»t  Iw  car- 
I'ifil  into  practical  I'lVcct  in  a  retail  busiiM'ss,  on  account  ot  tin- 
luunlicr  ot  petty  sal  s  that  occur  durini^  the  day,  the  amount  ol 
which  is  ascertained  at  night,  by  counting  the  money  in  the 
drawer. 


CASH  liOOK. 

As  tlio  following  Task  Iiook  is  the  book  of  original  entry  for 
all  such  triuisactions  as  arn  etitered  upon  it,  great  care  is  neces- 
sary in  makitig  these  «'ntiies. 

They  shordd  be  made  in  such  a  manner  that  any  piTson 
may  1)(*  abk;  to  determine  \ diat  account  was  intended  to  'uv 
deltitcd  or  cicdited  foi  the  money  paitl  or  received.  For  this 
piirpoM'  the  following  IvlIJ-;  slnndd  be  observed  : 

W'hiii  jpoii-y  is  received,  write  the  mime  of  the  account  to 
be  crt'dited  tor  it,  next  the  foli(»  or  date  column  on  th«3  left, 
side,  and  tlu'  word.^  of  «'Xj»ianatioii,  on  the  same  liiu*  a  little  to 
i\u'  right.  When  money  i>  paid  write  the  inline  of  the  account, 
to  be  debited  for  it,  next  the  folio  or  date  column  on  the  right 
side,  and  tiio  words  of  exphmatiou  on  the  same  line,  a  little  to 
the  eight. 

The  iicdg.T  titles  should  be  kept  in  a  perpendicular  ccduian, 
sepaiated  by  a  slight  space  from  the  words  of  exjtlanation. 
And  it  adds  greatly  to  ihe  aj>pea)ance  of  'he  boc>k  to  begin  the 
words  of  explanation  all  on  a  per{)endiciilar  line  made  by  a 
light  pencil  mark,  and  to  write  them  onedialf  smaller  than  tlu' 
Ledgtjr  titles. 

Post  items  fi'om  the  ('ash  IJook,  Joiirtial  Thiy  Hook,  Invoice 
Hook,  ami  Sales  Hook,  in  the  same  order,  us  regards  the  dates 
when  the  transactions  wen?  entered. 

This  is  a  very  convenient  form  for  a  Oash   liook  to  be   kejit 
in  connection  with  a  general   merchandise  bnsines>.     'i'he   fra 
tare  of  .s/it'tldl  nihninis  may  be  extended,  if  desir.il>le. 

It  will  bo  seen  that  all  cash  entricjs,  debit  and  credit,  (^xcep* 
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sales  of  incicliaiiilise,  arc  t;»kt*!i  to  iho  LtMljrer  fn>m  tliis  book, 
tog«'ther  with  all  accounts  pnnluciuir  or  ct).>liii^  caf.li. 

The  columns  headt'd  "  Meichandiso  "  and  "  Kxj)ens<- "  will 
be  t(»und  very  convenient  for  ])ostin,^.  Should  the  ca.>h  trans- 
actions of  a  month  extend  over  several  pages,  the  foittiuL^s  of 
these  columns  are  brought  forward  to  the  end  of  the  month, 
and  posted  in  total.  The  check  mai  ks  in  the  column  follow- 
ing dates,  are  made  to  in<licate  that  the  amounts  oj  posite,  in 
the  *  Merr'haiidise  "  and  "  Hxpen^e  "  columns  are  not  to  l»e 
postel,  and  the  ligun^s  are  the  pages  of  the  accounts  in  the 
Ledgtr  to  which  the  amounts  in  the  '*  Sundiies  "  column  oppo- 
site, hiv*'  been  posteil.  The  method  of  posting  from  the  Ca.^h 
Book  s  extremely  sim])le. 

The  amounts  in  the  '•  Sundriei*  "  column  on  the  Dr.  side  ;.re 
posted  to  the  (rrilit  of  tiieir  res[M'ctive  accounts — the  ))agc  of 
the  Lelger  benig  indicated  in  the  folio  column,  and  the 
amount-  in  the  "  Sundries  "  column,  on  the  Vv.  siile,  to  the 
debit  of  heir  respective  accounts.  The  footing  of  the  '*  Mer- 
chandise" column,  on  the  Dr.  side,  at  the  end  of  the  month,  is 
not  postel,  but  carried  to  the  Sale>  Ilook  and  addc  I  t»;  tlu^ 
other  sahs,  and  posted  therefrom.  The  total  footing  of  the 
"  Kxpensi"  coliiiun,  o)i  the  (M.  side,  is  posted  to  the  <AA/7  of 
Expense  account.  Tlu;  (.'ash  recei\ed,  or  amount  of  the  Dr. 
side  of  tlu  Cash  Book,  is  then  posted  to  the  dih'it  of  Cash 
Account,  aid  the  total  footing  of  the  Cr.  side,  or  cash  dis 
bursed,  to  he  credit  of  Cash  Account  in  the  Ledger. 

As  the  diVd  aide  ot  the  Cash  Book  contains  the  cndifs  of  all 
accounts  prciucing  cash,  and  the  cnilil  side  the  dehifs  of  all 
accounts  co.sing  cash,  it  will  be  seen  that  when  the  ahuve 
posting  is  coupleted  a  double  entry  is  ell'ected. 

BILL   BOOK. 

Tbe  Bill  T»k  in  this  .set  is  not  used  as  a  book  of  orifjinal 
enirij  to  post  l-om,  but  as  an  aiwHiaiij.  To  save  room  wc  have 
not  given  it.  No  dilliculty,  however,  will  be  experienced  In 
the  |)Upil  in  sipplying  iu  as  lie  has  already  had  two  examples 
of  its  form  ml  use  in  formei-  paits  ot  this  woik.  By  the  ad 
dition  of  a  fewmore  columns,  ir  may  he  so  k<-pt  as  ;•.  post  from, 
and  thus  r(di</e  the  Journal  Da\'  Book  frum  some  entries 
\  Idch  must  oth'Lwise  be  made  tlitio. 
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WITH 

JOri?NAL  DAV  BCOK, 
INVOICE  BOOK, 
SALES  BOOK, 
CASH  BOOK, 

AS  i;(K)Ks  uF  ork;fnai,  kntry  • 

TIIK    I'CMl.Nu   TU   THK    Ll.:rM;i;i;    VA'ASi.    DONE   DIRECTI.Y 

FRO.M     TlfEM. 
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Toronto,  Jumiaiy  2,  1877. 
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A.  Ti.  SmikIi'Isoii  aiul  Win.  fioldeii  have 
this  chiy  iiitiTcd  intn  cti-pHrtiitrHhi]),  for 
the  jturpoHf  <tf  ennihictiug  busiiieMs.  aa  de- 
fined in  tlieir  Articles  of  Co-itartnersliip  of 
thi.s  date. 


3*A.   S.   Austin   Dr. 

1  To  A.  R.  Sanderson 

'         For  b.ilance  from  old  account. 

*  Tlie  Cy.sli  .niici  Merchiindise  invrstcil  are  |mst«il  ficiii 
\n'  liiMiitf  indCisti  Bniikfi,  anil  tlicrcfuro  tin  not  rcquii'c 
,-j  he  'iiUTfu  here. 


'\  H.  Gordon  Dr. 

1  To  Wm.  Golden 

For  balance  due  from  old  account. 


jEnLram'd  Jas.  Spry,  Wm.  Activi',  (ieo. 
Ston-y  and  l.^aac  Porter,  as  Clerks,  at 
JlliSO   each   I'CT    year,    salaries    payable 

I     monthly. 


11 


870 


00 


1000  (K) 


870  00 


•2  Bills  Rec.   Dr. 

:h  To  H.  Gordon  | 

Received  from  him  Note,  as  per  H.  IV, 
I         t(»  be  apjilit'd  on  account. 

:.'  Merchants'  Bank  Dr. 
«)  Discount                     " 
To  Bills  Rec. 
Had    H.   (i..r(lon'8  Note  of  the  11th 
inst.,    discounted    at    l>,<nk.    ami    net 
proceeds  left  to  our  credit. 
If; 


400  00 


4  Smith  &    Koi^hley   Dr. 
'>  To   Bills  Payable 

.Accepti'd  ihiii-   Hralt    at    10  days,    for 
the  amount  of  hivojcu   »f  the  't\h  in.st. 

Amount  forward 
170 


7  80 


1000 


00 


4iM)(IO 


152*J  80 


400 


00 


1 521' 80 
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(1) 


(2) 


ToiJnNiu,  Junuiiry  17,  Is77. 


Brou^jlit  forward 


419380 
2S7bO 


4  J.  A.  Alathewson  Dr. 

2|  To  Morchants'  Dank 

6  "    Discount 

Remittod  liim  llai,!;  I)r,ifi  N.r  FiivolcL 
of  ^tth  in»t.      DUcouiit.   ^Js.CJ  ;    iusi';        ' 
ExcliHMge,  34c.:  and  SLiiu'),  Uc.  \'         ' 
18 '. ■ 


4192^0 


2  Merchants'  Bank  Dr. 

0  Discount  '* 

2  To  Bills  Roceivablo 

I          P.    D.    Conger's    Accept  a  iicr    of    17th' 
j         in.st.    difjcouiitod,    [»r(»cijedis  imssed   t.i 
I         our  credit.  ; 
2'J ' 


3  H.  A.   Nelson  d-  Sons  Dr.  '  L'Oudo 

3  To  H.   Gor<ion  ; 

I         For  our  l)rait  at  lo  days  on   U.  (Idi-.i         j 
don.  I; 

23 '         ' 

3  A.  S.  Austin   Dr.  -jdouo 


Ci('i'jr,\) 


.M>IM)0 


I    -> 


To   Bills  Payable 

Acct']'!/il  his  Drafi  at  .*{  days'  hIhIu. 


'-i  Bills  Rec.  Dr. 

3  To  H.  Gordon 

For  hi«  >ioto  at  3  months. 


LTi 


1  Cramp,  Torrance  &  Co.   Dr. 

•2  To  Bills  Payable  ,, 

I  Acoo[»tt'd   ;iu;ir   bnift  ai    (W)  .lays,  fol'[| 

I         iiniouiit  of  liivoici!  of  'JJnd  in.si.  j 

li  Bills  Payable  Dr. 

-  To  Merchants'  Bank  ^ 

i'aid  I'V  chrcli  oui'  AcctiiiancfH.  fa\or 
■         of  Smith   tV:    Kriyhlcy.   tor  .Sl.VJ'J.SO. 
»ntl  favor  of  .\,  S.  Aiisnii,  >J'»,(.  i, 


300  (K> 


17!l'>20 


2OU0i> 


300  00 


ITiMJL'O 


17'-'-  ^0 


v) 


AiuuuuL  {ci  w.i.  I 
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Toronto,  January  31,  1877. 

(3) 

' 

6 
5 
5 
6 
5 

f) 
5 
5 
5 
2 

Brought  forward 

Expense  Dr. 

To  James  Spry 
"    William  Active 
"    George  Storey 
"    Isaac  Porter 

For  the  month's  wages. 

9364  30 

1     1 

16o'oO 

i 

10  00 
34' 50 
40 OO 
2800 

9636  80 

9034 

40 

40 

40 
112 

30 

00 
IH) 
00 
00 

James  Spry       Dr. 
William  Active  " 
George  Storey    " 
Isaac  Porter        " 

To  Merchants'  Bank 

For  amount  due  tliem  geverally,  paid 
per  check. 

60 

,9686  80 

1         i 

1 

17J 


BuoK-KELl'lNG, 


INVOICK  HOOK— SET  VII. 

TuiiONTO,  January  2,  1877. 


I    1  |A.  R.  Sanderson,  Tnvostmpnt 
Morcliandi.sc,  as  per  uiTentory 


4   Smith  &  Keighley,  Toronto 
('.(■)(>  ll».s.  .lava  Coffee  at  $  •'A2 


1500  ''    No.  2  Sugar 

%5  "    Uncol'dJapanTea" 

5(>0  "    Young  Hyson 

750  P.  of  V.  .Tobacco 


•0<) 

-5r> 

•74 
•30 


4   Rimmer,  Gunn  &  Co., 

Montreal 
2400  lbs.  Crushed  "A" 

Siigar  at  $  '12 

1500    "    Elemo  Figs  *'        15 ' 

],%0    "    S.  S.  Ahnonds     "       21 
Jj.tnonths'  cr.  or  Jf- per  ctnt.  oj}' for  cash 


9 


4  !J.  A.  Mathewson,  Montreal 

j  100  bis.  Layer  Raisins  at  S2.25 
I  5  bbls.  Zante  Currants  "  12.50 
\S  monthfi'  cr.  or  S  per  cent.  ';/f"/<>/*  cash 


VA 


C.B.  J.  CaiTuthers&  Co.,  Kingston 
j  10  bbls.  (Jolden  Svruj)  at  $24.40 
I  4  "  r.ordeauxVin'r"  10.50 
I     100     "     Salt  "      1.50 

Cash,  as  per  ('.  B. 


10 


Paid  H.  A.  Nelson  &  Sons,  Toronto 
200  doz.  Corn  l'.rot»ni3       at  $3.25 
20     "  •'  "    4.00 

20     "  "  "    4.25 

2    Meroianth'  Wksk,  paid  p^r  clitck 


Amount  forwaid 
173 


208  00 
135  00: 
540  40 
414  40 
225  (R> 


288  00 
225  00 
283  .">i> 


244  00 

42  00 

150  00 


43(5  00 


650  (K) 
80  00 
85  00' 


(1) 


5(XK)00 


1522  80 


79*;50 


225  001  ' 

02  50        287  50 


815  00 


8421  80 


I 


BOOK-KEEPIN(J. 


It/ 


C-^) 


Toi;()NT(».  J.niiuirv  22,  1S77 


5 


( '((sh,  (IS  jtfr  C.  B. 

CdJth  jiiircfuisr.^,  iim  O.  B. 

Total  Mdse  clol)it 


|ir<>ii<4lit  forwanl 

\    Cminp,  Torrance  &  Co., 

Toronto 
V2  bags  liio  Cnftoe. 

I :►<;()  lbs.  at  %  .:!2         41K>20 
10  cheats  ( Juniiowdt  I    Tea,  ' 

UTi")    "     "       M)         88.')  00 
10  1)X8.  Western  I^eaf  j 

Tol.acTo                          "41.no         415  00 
i6'n  (lidis  or  „■'  iii'r  cfuf.  i>l)  for  rush 
I L 24  — ■ 

3  jA.  S.  Austin,  (iudi-Ii 

000  1)1. Is.  (Jo.lonc.h  Salt     at  ijl.no 

■  "      ~"      *rf"'  ——————— 

4  Smith  &  Keighley,  'I'oronto 
20  lif-fhestH  (iiiiip.  Tea, 

1  1 4:.  Ib.s.  at  $  .00         T^oTO 
10         *'          ColM  .Imi«;iii.  '< 

OtWt  ll.js.    '«  .(•)()  I       o'JOOd 
10  bl.ls.  Stand.  Syrnji,  |     I 

:i7<»-:ils.  '*     .34       i2r..so 

iio  dims'  ii'dif  fur  IxihiiKi.* 
L "..   27 


8421  8(1 


4    Rinimer,  Giinn  &  Co.,  M  -iitl 

00  bbls.  ('riislu'd  **A"  SiiLjar, 

rjooo  n)s.  at  §  .101,  j     1200  (K) 
75     "      Yellow  Simar,  i 

i:)000  lbs.    *'      .08 
50     ''      Portn  I'i.-o  Su-ar, 
l/y  iiiniiihs  100(»0  ll).s.     "        .07 

:•(> 

C.B.  G.  C.  Winf-er,  I'.ri-liton 

10  bbls.  Siihnoii  Tn.ut       at  .*0.00 
25     "      Wl.ii,.  Kisli  "    5  (Ml 

50     "      lleriiii'^'s  ••    o.0(' 


1200  110 

70O00 


Oocn 
125  00 
150  00 


305  (»o 


171>0 


20 


000  ()0 


127' 


".0 


'Mm 


00 


1455h  5o 
1;<0|  01 


|(i:>5<.>5o 


•  The  1277.50  is  pn«tcfl  diiTi'Iy  to  Oic  crnlit  nf  Smith  A  Kfyhlf\"s  ncf.iint.  The 
tlO(»0  iR  puMed  to  the  t'asji  a-n.unt  from  the  ('.  B.  Or,  Smith  &: " KLijfhley  iii»\  he 
vredittd  with  tht  whole  and  del)it«U  witli  the  S1(X)U. 
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nciOK-KKEl'ING. 


20 


SAIJvS    IJOOK— SKT  Vir. 
Toronto,  January  3,  1877. 


0) 


•^    T  C    Kerr,  St.  Catliarinrs 
^I'l'la.  Unishod  ''A'S.i.rar 

«5  Ntroug  Bakor'.s  Flour,     ' 

1()     i<      ^      .  !if  tli.oo 

^'^  Kxtra  <'       *. 


15 


^  ..00 

A.  S.  Austin,  (ludph  ~ 

M'l>ls.  Sahnon  Trout    at  |14.(»0 

40  Sup.  Ex.  Flour''      7  r-,! 

—-  10 '  '' 

3    P.  p.  Conger,  Toronto 
'^  bags  Java  Cr)fK'o, 

o  w    .  -*5o'lba.  at  $  .40 

2  hf-ciiests  Cul'd  Japan, 

l''*5  lbs    "        "n 

r>00  lbs.  Crushed -A"  Su'iiar-     A'a 
Of  J  an  i/,i 

.    ,_       ' ■  12 .1 

4    T.  C.  Kerr,  St.  (utliarinos         I 
10  bids.  \Vhit<.  Fish  at  $«;.()() 

-10  Sal  noil  Trout       "  14  00 

3  bags  Kio  Cutruc  : 
gi"<>a.s.   tare. 

l.'i<}—   12  11)3. 

lal  —  15    •' 

Y."       t*       .'W,  Ib«.  not  at  .40 

15 i 

J    Henry  Gordon,  Barrir  ! 

■  ;;;'»''^  ■^•I•^<'^*        at.*4.5() 

10     "      M--SS  Pork  -  i:,  00 

2.^>     -      SpVlJakrr'sFlr-    7.'o(» 
'"-'  'lays  \ 


125  00 

4HO0| 
55  00  I 

70(M» 

lOS  75 


70  00 

80  00  1 
310  (M»  I 


100  00 

87  50 
05,00 


nooo 

140  00 


40r.  75 


400  00 


252  50 


158  40         Xj,S4o 


45  ( K » 
I5oOo 
175  00 


nrooo 


Amount  forward 
175 


I8i7  05 


(2) 


ROOK   Kill :i'INf{. 


ToiinNln.  ,|;iliii;ii\    17,   IS?"/. 


|{r<>n<,'lit  fnr\v;ii(l 

P.  D.  Coni^or,  Toronto 

1201)  U.S.  CliiM'su  at  $  .11 

*J(»  hhlrt.  Kxtni  liiikcr's 

Flour  "    7.50 

:iO     "      iSupc'iior  '•'         "     HAH) 
10     "      S,iim..ii  'I'n.nt    "  H.(K) 
2     iHilLn   ni'.C.,  Arii'iittiiiri'  lit  ill>  ilio/s 

j I'o : — 

3    A.  S.  Austin,  (Jiiclpli  | 

15  hbla.  Sjihimii  Trout,     at  JJU.OO 
!       8     "      Whitr  Kinh  "      {\A)i) 

4.00 
24 


or,      u 


lleniiigs 


4    jT.  C.  Kerr,  St.  Cathariius 

I     425  U.S.  Fiictory  Cheest-    at  ^  .12 
I         4  l)xs.  \\  of  W.  Tobacco 

11  )H.     taro. 

114        19 

110       10 

IIH        20 

120       20 


44  i8 


78  --::  390  lbs.  net  at  .32 
29  


P.  D.  Conger,  Toronto 

:iO  bhlH.  Sal  moil  Trout     at  JJjSU.OO 
Bills  Ufa:.,  iWiir  at  S  months 


Cash  sales  from  C  B. 

Total  Mdse  credit 


132  00 

I 

150  (M) 
240  001 
1404M) 


210  00 

48  00 
100,00 


61  (MJ 


124  80 


1 


1847  o5 


n02OO 


358  00 


175  80 


420  00 


!  340345 

i 

i  322(>70 


609015 


I  I') 


,■'0^-7 


CASH    BOOK. 


In 


IMAGE  EVALUATION 
TEST  TARGET  (MT-3) 


1.0 


I.I 


1.25 


111= 

i-4    IIIIII.6 


V] 


<^ 


/i 


/ 


Photographic 

Sciences 
Corporation 


23  WEST  MAIN  STREET 

WEBSTER,  N.Y.  H580 

(716)  872-4503 


»■'* 

ff 


i: 

I' 

!  '■ 

I 

I' 


Dn. 


BOOK-KEEPING. 


CASH. 


CASH  BOOK. 


1877.     F. 


Jan.    2     1 


u     '  a 


u 


(( 


3.^ 

4'  v/ 
5   >/ 

e;    2 

8)  x/ 

10  3 

11  v^ 

12  \/ 

''    13'     G 

"    15   >/ 

"    17   \/ 

"    18     3 
u    !  '''  ^ 

"    20     3 

!u! 

!     i 
22|    V 

24:     2 

":  ^/ 

25     3 
''    20   x/ 
30     3 

S.B. 


A.  R.  Sanderson     iiivestment 

liWra.  Golden 
il 

Mdse  Cash  sales  this  day 


(( 


a 


Bills  Rec. 
Mdse 


u 


A.  S.  Austin 

Mdse 


u 


(C 


t  I 

(( 

(I 
(I 


Discount 

;Mdse 

1 

I 

|H.  Gordon 
I  Mdse 
jH,  Gordon 
Mdse 

'i       u 

Bills  Rec. 

IMdse 

H.  Gordon 

Mdse 

I 

|A.  S.  Austin 

Mdse 

Total 


« 


« 


G.   W.'s  Acceptance 

discounted 
Sales  this  day 


On  account 
This  day's  sales 


R.  G.  &  Co. '8  Invoice 
of  the  Sth 

Sales  this  day 


On  account 

Sales  this  day 

On  account 

Sales  this  day 
<< 

H.  G."s  Note  dis- 
counted 

This  day's  sales 
In  full  of  account 
Sales  to-day 
On  account 
This  day's  sales 

Mdse  credits 
Cash  debits 


Mdse. 


12030 

I 
170  55 

I 

150:00 


18f)  50 
21680 


Sundries. 


265 
240 
175 


30 
50 
00 


245  60 
18070 


196 

225 
216 

145 

218 


00 

00 
40 

25 

20 


I 


275  60 


3226 


'0 


4130  00 
9000  00 


406|75 


500  00 


30  66 

400 100 
20  00 


300 


00 


50  00 
100  0(^ 

3226  70 


18164  1 1 


17S 


I  BOOK. 


Sundries. 

I 

4i3o;oo 

9000  00 


40Gj75 


500  00 


30  Gf) 


400 


00 


20  00 


300 


00 


50  00 
100  00 

3220  70 


18104  1 1 


BET  m 


BOOK-Kh;.b:pmG. 
CASH. 


1877.  ;  F. 


Jan. :  4      / 

'"i  J 


(t 


01 


61    2 


(i 


II 


i( 


i 


6 
6 
1 


I      I 

"    I  9     6 


11!  v/ 

13 1.  B. 

"j  5 
1 
4 


Expense 


cc 


it 
ti 
l( 
(( 
(( 

il 
t( 
a 
(e 
i( 
(( 
(( 


i( 

16 


!i8!  x/ 

iio!     2 


Wm.  Active 

Merch.  Bank 

Disct)unt 

Freight 

Wm.  Golden 

Freight 

Expense 

Mdse 

Isaac  Porter 

A.  R.  Sanderson 

Himmer,  Gimn 

&Co. 
Expense 


il 


20 
23 


v/ 

5 


(( 


C( 


24     C 
25 
26 1.  B 


"    27,  n/ 

"  -aot.B, 


a 


a 


Merch.  Bank 

|i 

I 'Expense 

i! 

iiJas.  Siirv 

;  Lfiscoiint. 

1 1 

jJA.  R.  Sanderson 

I 'Mdse 
j|Jas.  ^]ny 
j,Exi)ense 
I;  Mdse 
I  \V.  Golden 


6 
1 


Advertisiii;4-  in  Daily 
l'a|>er« 

Set  of  lj(jok8  for  store 

On  account  of  wajea 

Deponited 

On   G.   W.'s  A(>ccpt- 
ance 

On  Goods  from  R.  G. 
&Co. 

Withdrew  on  ace't 

On  Goods  from  J.  A. 
M. 

Sundry  items 

J.  C.  &  Co.'s  Invoice 

On  account  of  salary 

Withdrew  on  acc't 

Full  for  Invoice    of 
•^th  inst. 

Repairing  store 

Quarter's  rent  of 

store 

Deposited 

Sundry  items 

On  account  v.i  Nvanes 

On  H.  G  's  Note 

Withdrew  on  acc't 

Part  of  S.  k  K.'H  Iii- 
VI  nee 

On  account  of  «)alary 

Taxes,  .'?40.()a  ;  clcun- 

iuLT  store,  $4.50 
G.  C.  W.'s  Invdico 

Witlidrew  on  acc't 


Total  Expense  debits 
Cash  credits 


i( 


179 


(2) 


Cr. 

'jExp'nae  Sundries^ 


115  60! 
15  60  ' 


12 


50 


65 
200 

25 


75 


601 


5  50 

12000  00 

!89 

10  70 

150  00 

5  40 

I 
I 
I 

436  00 

12  00 

200  00 

796  50 


4510 


480  15 


200  00 

20  00 

6  05 

145  00 

1000  00 

1000 

I 

I 

365  00 
215  00 


480 


;» 


16058,19 
2105  92 


18164IU 


I 


BOOK  KEEPING. 


LEDGER— SET  VTI. 


1 1 


(!) 
Dr. 


A.  R.  Sanderson. 


Cr 


1877     ^  I 

Jan.  13  To  Cash,  C.B.2 
"  25  "  '■'  C.B.2 
"   31  "     Balance 


■     "1877     I  ! 

20000  Jan.    2  By  Cash,  C.B.I 
145  00      "  :  2  "  Mdse,    I.B.'l 
11774  76,    "  '  2\"  A.  S.   Aus-! 
"   31  tin,  J.  11 

"  Loss  &  Gain' 


12119  70 


j  413(100 
5000  00 

,  87000 
'  2110  7i> 

il21]():'"^ 


WILLIAM    GOLDEN. 


1877' 


I    h 


Jan.i  8  To  Cash,  C.B.2 


«••  '30 
"   31 


''       "     C.B.2 

"  Balance       < 


15000 

2:5  00 

11754  75 


12119  75 


18771     ! 

Jan.:  2  By  Cash,  C.B. 
2:  '■'  H.  Gordon, 
31  J. 

"  Loss  &  Gain 


1|  9000  00 

II  100000 

I 

I  2119  71 


12119 


( •• 


CASH. 


1877     I 

Jan.  31  To  Sundries 

C.B.I 


11810411 


18104  1 1 


1877 

.Jan.  3]  By  Sundries, 
"   31  C.B.2 

*'  Balance 


10058  10 

2105 '.''2 

18104  !i 


180 


1 
B.l 

B.  1 

s- 

J  1 

n!  1 

Cr 


4130  00 
5000  00 

8700(1 
2110  7(i 


12130 


..;> 


11 

r. 

n 

L  0000  0!) 
1000  (Ml 

2110  7) 

12110  7r. 

3.2 


! 
1  i 


10058  l!i 
2105  !'2 


18i(>4!i 


ur. 


BOOK-KEEPING. 


lilLLS  RECEIVABLE. 


(2) 
Cr. 


(( 


(( 


(( 


(( 


1877,     I  I 

Jan.!  3ToT.  C.  KerrJ 
S.B  1 

11  "  H.Gordon, 
J.  IM  400 OOj, 

12  "  T.  C.  Kerr,  ■     J! 
S.B.I  358  40l! 

17   "  P.  D.  Con-    I  i' 

I          ger,  8.B.2  CG2  00 

23'  "  H.  Gordon,  | 

I     I                      J.  2  30000' 

."  '29  "  P.  D.  Con!  | 

ger,  S.n.  2  420001 


'  1 8^7'     ■                            ,  i 

I     jjan.    0  By  Cash,  C.B.i  l'  400  75 

400  75:    -'    J5  "  Sundries, J.:  ij  400(»0 

I'    "    18  "         "         J.!  2'!  fi(;2  0(> 


u    i>A    'in 


24  "  Cash,    C.B.'  1 
"    31  "  Balame 


12547151: 


300  00 

77840 


254715 


MERCHANTS'  BANK. 


'  i     '  1877'     ' 

'■;'    =•>  T<.  Cash,  C.  I'..  2  1200000  Jan.'l7  By  J.A.  Math- 


J.)  iJ 


Rec.T.  1  302  20 

18""     "     '  "^.  2  G5;?  00 1 

10  "  Cash,  C.B.'2  20000! 

'  !i 


•  I     I  ewson,  J.  2' 

"   19  '•'  Mdse,  l.B.  1 
"  !20  "  B.  Pay.,  J.  2 


270  31 

815  00 

1722  80 


(k 


13245  20; 


31 


"  Sundries, J.  3  i     112  50 


"  Balance 


10315  50 


13245  20 


BILLS  PAYABLE. 


18^" 


__r,  '    ~  II        ;      1877^     I  '  I 

Jan.  20  To  M.  Bank,  J.  2-1722  80  Jan.  IGBy  S.  &K.,  J.    1     1522  80 


"   31  "  Balance 


1700  20  i     ''    23  "   A.  S.   Aus- 

'     .|    "  -in,  J.    2      200 00 

25  "  CT.&Co.J.    2    17t>0  20 


i 


3522  00! 


3522  00 


I 


1 

?; 


I        'St 
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H()OK-Kij:iMN(!. 


Dr. 


A.  S.    AUSTIN. 


CO 


Vk. 


i         ! 


SI 


I  H 


1877'     ;  !  |i        '     l'l-<'7' 

Jan.!  2 To  A.  R.  San-   ;'         \     '.)au.  lOliy  Casli,  C.  R 

;         dersun,  J.  1  870  00      ''    24   "  M.(l,se.,i.l5. 

"     4   "■  Mdso,  ^;.B.  1  4(i00()      ''    :;0  "  Casli,  C.B. 

"  120  '•       "      S.  s'..i.  ;,:.S()U!    "    3l!  "  i>Wa/.ci; 

"  |23   ''  B.  i'ay,    J.  C  'iOoOOJ 

i888  00' 


I'l  5a0  0() 
21!  O.iOUO 
l'\     100  ^iO 


1.88S^K; 


HENRY  GORDON. 


i87y 

"" 

1        i    1" 

1877 

1 

i 

Jan. 

2 

To  H.  Golden, 

•         \      Jan.  nlBy  B.  Rec,  J.    1 

400  00 

J. 

I  1000  00'    "    lis'  ''  Cash,    C.B.    1 

:      40000 

(( 

15 

"  Mdse.,S.B. 

1 

37000'  "  |2o  "     "    c.b:  1 

20  00 

! 

"    22,  ''  H.  A.  N.  tK:: 

1 

Son,  J.    2 

200  00 

"    23!  "  B.  Roc,  J.    2 

300  Oii 

u 

25 

"  Cash,  C.  B. 

1 

> 

,       50  00 

1370  00 

137000 

H.  A.  NELSON  &  SON. 


1877; 
Jan.  22 


j  ::        !     11877 
To  H.  Gordon,  21.  200'00i  Jan. 


31  By  Baldibce 


20000 


P.  D.  CONGER. 


1877! 

i    1 

'11877     1 

Jan.  10  To 

:\iu.se.,S.B.  l|  252 

50' 

Jan.  17  By  Bills  Rec, 

'•    17   " 

"       S.B.  2j  602 

00 

S.B. 

(( 

29  " 

"      S.B.  2    420 

(to 

*♦    20  "       ''      S.B. 

i 
1 

1 
1 

"    31   ''  Balance 

1334 

5o!         ' 

0G200 


25- Tk* 


IllO        -       I 


182 


BOOK-KEEPING. 


(3) 

(;h. 


50f)n() 


(4) 


Dr. 


RIMMER,  GUNN  &  CO. 


18771     I  I  I 

Jan. !i:;'To  Cash,  C.B.  2 
"    31   "  Balance 


4877    '~ 
700  50  Jan.    8  By  i>Idse.,I.B. 


316000 


395G50 


27 


LB. 


Ck. 


li    7!>i;r,o 

2    3100  00 

11 


i  3050  50 


I 


SMITH  &  KEIGHLEY. 


18771    I 

Jitn.  lOiTo  B.  Pay,    J. 
'       Cash,  C.B. 


'•'    20 


ii 


31 


"  Balance 


I    :;i877|    ! 
1  1522  80  Jan.*  5ByMdse,  LB.!  1 


2  1000  OOj     "    20  " 

-  27750 


LB.  i  2 


'280n30 


152::  80 
1277  50 


2800  30 


fe 


J.  A.  MATHEWSON. 


1877 
Jan. 


17 


To  Sundries,  J, 


2 


287 


50 


1877 
iJan. 


ByMdse,  LB. 


if 


CRAMP,  TORRANCE  «fe  CO. 


1877| 
Jan.  1 25 


To  Bills  Pay., 
J. 


1709 


20 


1877 
Jan. 


22 


By  Md'^e,  LB. 


1790120 


1.    C  KERR. 


1877     !  M^        '     '18771     I 

Jan.    SToMdse,  S.B.Il    400  75  Jan.    3 iBy  Bills  Rec,      I     40jr5 
"    12  "       "      SB.l    35S40  !  S.B.     1  ' 

"   24   "       "      S.B.  2    175  80      "  12  "       "      S.B.     1       3.'    10 

"  ,31    "  Balance,  17„.^[) 


04! ) 


)5 


040  r..^ 


i 


Dr. 


BOOK-KEEPING. 


WILLIAM  AOfflVE. 


1877; 

Jan.i  5 

'*  I3I 


To  Cagh,  C.B.  2 
''  M.Bank,J.3 


!    1877 

5  50  Jan.  31:  By  Expense,  J.    3 
3450ii 


40  00 ; 


JAMES    SPRY. 


18771 

Jan.  23  To  Cash,  C.B.  2 
"   26 


(( 


!31 


''      C.B. 2 
"  M.Bauk,J.3 


i    11877' 
20!00  Jan.  31 
lOiOOii 

loiooi! 


40J00' 


By  Eipense,J. 


(5) 

Or. 


GEORGE   STOREY. 


1877 
Jan. 


31 


ToM.Bank,  J.i3 


I    iil877i    I  I    il         I 

40  00  Jan.  31  By  Expense,  J.    3 :      40  00 


ISAAC  PORTER. 


m7 
Jan. 


(( 


13:ToCash,  C.B.I2' 
3li  "  M.Bank,J.  3 


1 1877 1    I 
I2OO1  Jan.  31  By  Expense,  J!  3 


2800 


;l 


4000 


MERCHANDISE. 


1877 i    , 

Jan. 'SlTo  Sundi-ies, 


16359 


"I  I.B.'2,: 

"  LossSaaiu     !  4880 


11877:    I 

50  .Jan.  31  By  Sundries, 


65 


(( 


2i240|15 


8.B. 

";  "  Bal.  Inv'ty. 


6690 


14550 

I  i!21240  15 


15 
00 


lb4 


(ft) 

Ok. 


(C) 
Dk. 


BOOK-KEEPING. 


DISCOUNT. 


Ck. 


40 


00 


1877 

Jan. I  6:ToCash,  C.B.J2! 

"  115  "  B.  Rec,  J.l 

''    ''     "       J.  2 

"  Cash,  C.B.2 

*'  Loss  ii;  Gam 


"  jl8 
"   24 


31 


J  87  7'     I  "    ""■""":' 

!89  Jan.  13 By  Cash,  C.B.i  1 


7  80i 

900^ 

6  05i 

1511i 


38.85 


17 


"  J.  A.  Math- 

ewsun,  J.l  2 


3000 

I 

819 


I        38  85 


1 00 


EXPENSE. 


1877 
Jan. 


(( 


31  To  Sundries,  J.  3 
"  ''         "    C.B.i2 


31  By  Loss  (h  Gain 


FREIGHT. 


1877 
Jan 


(( 


8ToCagh,  C.B.'2 
9  "       "      C.B  12 


^    ^11877 

10  70'l  Jan. 

5:40 


1010 


Z\  By  Lossdb  Gain 


LOSS  AND  GAIN. 


1877 

1 



J  87  7.                              !     |i           1 

Jan. 

31jTo  Expense 

\    640 

15 

Jan. 

31  By  Mdse           ' 

4880'05 

(< 

(( 

"  Freight        ' 

'      10 

10 

(( 

"  "  Discount 

15,11 

{( 

(( 

"A.  H.  San- 
derson ' 

1 

'  2119 

70 

j 
i 

(( 

(( 

"   W.  Golden 

2119 
4895 

75 
70 

i 

i 

4895 

76 

185 


MOOK-KKKI'INCJ. 


])|.-. 


1877 

Jan. 

(( 

(( 
(( 

a 
it 

t(   I 


151  To  Cash 
"'  "   li.  l;c!C. 
"   ''  M.  Bank 
''i''  A.S.Ausliu 
"\  "  H.  A.  N.  .t 
I  S(ju 

";  "  P.D.Cono-ur 
*'i  ''  T.  C.  KuiT 
"'^"  Mdso. 


P.ALANCE. 


1877 

2105!)2  Jai).:ilBy  B.  Pay 
778  40     "     •'  ^'  RAi.&C 


08800 
20000 

252  50 
175  80 
145500011 


"     "  "  Smith  .tK. 

"  ,  "  ''  A.    K.  San- 
i  dcrs<  »ij 

"     "  "  W.  Gulden 


'287(56  21!  i 


(7) 

Cr. 

I7l>!»20 

incooo 

277  50 

11774  70 
11754  75 

2870('21 


•') 


BOOK-KKKPTNG. 


BALANCE  SlIEKT. 

A  "Balaneo  Sheet"  is  a  colloction  «'f  all  the  differences 
of  the  Ledgin'  accoiuits,  ai-rauyvd  so  as  to  show  ut  one  view 
the  results  of  the  husiness.  It  (nnhniccs,  in  fact,  tlie  Balanc-e, 
Loss  and  (lain,  and  Stock  Accounts.  The  following  form' 
altliough  simply  headed  "  iialance  Sheet,"  includes  also  the 
"Trial  Bahince." 

The  manner  of  [»reparing  it  is  as  follows  : 

L  Take  a  sheet  of  pai)er  of  proper  size,  and  for  a  border, 
rule  double  red  lines  around  the  margin. 

2.  Rule  parallel  headdines,  leaving  proper  space  for  double 
headings,  as  in  the  example. 

3.  Ascertain  the  number  of  Ledger  accounts  to  be  repre- 
sented. If  the  business  is  that  of  a  single  j)roprietor,  rule  in 
pencil  as  many  lines  as  will  contain  all  the  accounts,  and  y^r^^ 
additional.  If  it  be  a  partnershi[)  business  with  two  or  more 
partners,  rule  three  additional  lintis  for  each  partner ;  thus,  for 
one  proprietor,  five  lines  more  than  all  the  accounts ;  for-  two 
partners,  myht  lines  more  than  all  the  accounts ;  for  three  part- 
ners, eleven  lines  more,  and  so  on. 

4.  Lay  off  pro})er  s[)aces  for  debit  and  credit  mone}' 
columns  ;  first  for  the  footings  of  Ledger  Accounts,  secc*!id  for 
Gains  and  Losses ;  tliird  for  Stock,  or  if  partners,  for  each 
l)artner — and  fourth  for  Resources  and  Liabilities  ;  also  ^^iiujle. 
columns  for  Ledger  titles  and  their  Ledger  folios^  and  a  single 
money  column  for  Inventories.  The  position  of  these  columns 
will  be  seen  in  the  example  given. 

The  ruling  of  the  vertical  and  horizontal  ink  lines,  and  the 
method  of  making  the  entrit;s  will  be  better  understood  by  a 
simple  inspection  of  the  form  than  by  any  verl)'d  directions. 


187 


■' 


i 


li 


. 


o 
o 


W 


BOOK-KKEPIXG. 


l\- 

:;';:?} 

:  :SaS  ^ 

7  : 'V :" 

:S£ 

"   '■" 

u' 

.  la 

<\r^ 

; ;::  ^g 

:  :S!- 

:! 

s 

1 

CA.'S. 

1- 

•       •  rH  O'l 

■  I-. 

1 . 

1^ 

'    1  u 

rH 



.     .  JO 

..1 

.          .  rH 

.1 

,._ 

r- 
r- 

o'i 

•    •  2.1  o  »    -5 

?^J.  "^ 

§  :  :  : 

_  ..!-_ . 

I        I    I 

L^. 

•       •                             • 

I.I. 

•  o  X)  o      no  O  -M    •    •  \~-.  -••■ 

•       ■  O  l>.  rH       •  00  <i  ^       •      •  1  -  1.-5       •      .      . 
.      ■  ^  t-  X      •  fS  ri  (M      •      ■  ^  ..-5      •      .      . 

S 

1- 

:            •      •                rH      •                           .      .          rH      •      .       • 

_  -^i 

1 

,     :8  :  :  :  : 

:  :  '  :  : 

fi 

:  lia 

S        tl 

:.-,:::: 

c. 

ri 

4,  :;^ 

•  ^      I     •     •     • 

ti 

r-^ 

'T 

•  iS     •     •     »     • 

rH 

F^ 

71 

ri 

V 

.  pH       •      *      •      ■ 

p-t 

a !  -- 

•5  :  ':  T  :" 

V \  •:•.. 

:  T:  : 

'":      y-y .- 

'^'^~* 

— __. 

112 

■  £  .• 

.  •  . 

^° 

:i  i  1  H 

1- 

r- 
r-" 
(M 

8  :  :  :  : 



.... 

.   . 

• 

.  f-^ 

rH 

:      :    iS  : 

1- 

£:5 

1  :  :  :  :  : 

rH       . 

Ci 

i> 

V-*       . 

f-H 

0 

ei    . 

'M 

3  '  -  - 

T-* 

*  _ '    *    * 

^H 

^;"- 

g  :  :  :  :  : 

•  to 

"^g 

•V       .• 

•  *  .  .  . 

lO 

.  -^ 

OJ 

X 

•  Q 

•* 

.  t. 

r^ 

< 

."0 

•  i— 

Si 

St 

1 

1        

L_ 

•  r^ 

rH  1 



_ 

irt      .rH      • 

T 

•    1   «0| 

1  Aec'ts 
Gains. 



to      .rH      • 

•   1  t--  1 

!!!!!! 

0      •  Ift      • 

00      .  rH       . 

,2 

.._ 



' 

2 

C 

^ 

•    *    •        •    • 



•0      .10 

rH      1    CO 

'  =  1 

-•<J    a 

■ ■   . 

5  if 

^  -2 

■<o    .© 

•rH      •:!. 

li 

r 



i 

, 

■    !    •    I    •    I 

g  :  :  : 

© 
© 

2  i:* 

©  :  ;  : 

© 

10  .  •  • 

m 

£ 

c  -^ 

lO     .     •     • 

0 

H^ 



■♦    ■    .    • 

■>»< 

•a: 

e 

i-H      •       ■       • 

rH 

-- 

^0  0  as  0  rH  0  0       .  0  0  0  lO  'O      •  >rt      . 

'© 

-0            tf. 

a5 

1.! 

00-<l-?;00      .©'CM^rH      .»      • 

irt 

©  0  7D  »  »  'M  0       •   N  »  C   ..-5  0      "to       • 

"H 

• ) 

©  0  0  :2  "M  C-l  ©      •   ft  iC  ©  •©  C5      •  M      • 

rH 

^- 

©  ©   =.  l~  05  'fl  "O      •  ©  06  »  1^  i      ■ 
©©•Oi-frJCSr-l      ■rHCO'M         ®      ■ 

rH 

t-i 

C3 
23 

T— 1  rH  rH                               •                                      .            . 

to 

,»3 

©©rH  0©©©0©0©iflOO-*0 

■©  1 

_C3 

u 

©OrHrH<MX©©Oin-»5:m— it^rH 

iEm 

U5  0  -*  1^  i.t  (H  TO  ©  -1<  to  -M  ©  ri  ®  CO  © 
..#  !0  ;0  --f  -V  ■M  X  ©  TO  SJ  Tl  'f  lO  rH  «^  •^ 
CO  M  rH  i«  ri  l~  »  -M  TO  l^  IC  S-.  M               to 
OC  ^1  M  -H  rH           rH          -T^           » 

1-H 

H 

!"3 

-H 

rH 

rH          rH                                                   r-i 

fe   1 

rHrHrH(Ne<15>ieOCOM'<«"«''*'^tOt£-.r 

J   1 

- 

(-H 

M 

^ 

Hi    '•  6    '. 

si 

c    -O 

i-s 

^      •      .*        -« 

JB    ;^  ^ 

2r^ 

0    .    .-r  5 

-*j   :  =2 

§S5 

2  "-1 

C  c   •  "S  ca  if  ^  =  fe  5  .^"^ 

»    "    !    I 
K    .    .    . 

o 

^•3     --S^  r*-*-^  C"^^  .*-=     •    •    ■ 

Eh 

S3  :  jj  5  d 
!»;5    ::SJch 

■ 

■< 

M  eu  S  cc  H 

f 
1 

188 


HOOK- KEEPING. 
COMl'ANY  ACCOUNTS. 

Our   spaco   will  permit  us  to  <^nve  only  ouo  exam]>l(',  which 
we  will  iiri-iin^H!  Mcrording  to  the  two  methods  in  i^'caeral  um»'. 

1?<77,  Jan.  1,  Received  from  Rohert  Smith,  New  Oileuus, 
to  bo  sold  on  joint  account  of  himself,  James  fleaton,  and  our- 
selves, each  I,  100  hhds.  Su<,'ar  at  $(50.  Pai<l  frei<;ht  by  ehetpie 
$500.  Jan.  3,  Sold  Mark  Newton,  for  cash,  30  hhds.  at  ^M 
Jan.  5,  Sold  Kdward  Forbes,  on  his  note,  at  30  days,  10  hhds 
at  $80.  Jan.  8,  Sold  Charles  Adin,  on  account,  30  hhds.  a 
^SO.     Storage  and  Advertising  J?.7»0.     Commission  2A%,  $1H»0. 


Dr. 


FIRST     METHOD. 
MDSE  CO.  A. 


1^77 

Jan. 

1 

i( 

n 

(( 

8 

'' 

n 

(( 

u 

u 

u 

<( 


:,  ''1877 

L'o  R.  Smith  2000  00  Jnti. ,  3  By  Cash 

"  Merehants'B'k ,  oOOOOl    '•     5    ''  Bills  Rcc, 


Charges 
Commission 

R.  Smith,  ^  in- 
voice and  net  ^'ain 

J.  Hoaton  ym- 
viiii.'c  and  nol  aiim 

Loss  and  Cain 
Our  i  net  gain 


50  00 
200  OOi 

\  j 

2410601 

2410  07 

I 

41067 


a 


8 


18000  00 


"  Chas.  Adin 


Cr 


'2400  00 
.'JL'OOOO 
2400  00 


SOOO  00 


SECOND    METHOD. 
MDSE  CO.  A. 


J)S77 

1877 

" 

■Jan. 

,  1 

To  R.  Smith            4000  00 

Jan.   3 

(( 

1  " 

"  Jas.  Heaton       2000  00 

n 

5 

i( 

I  (( 

"  Merchants'B'k     500  00 

i( 

8 

a 

'8 

"  Chari^^os              :     50  00, 

i( 

<( 

"  Commission      ''  200  00 

i( 

u 

''  R.  Smith,  Jn.  -     410  00 

i( 

",  "  J.  Heaton^n.-  '  410;07! 

iC 

u 

"  Loss  and  Cain     4-|{;(;7! 
Our  i  net  jrain 

'8000  00 

P.yCash  12400  00 

"  Bills  Rec.        3200  00 
"  Chas.  Adin    ,2400  00 


./ 


y 


1:8000  00 
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BOOK-KEEPING. 


; 


Til  the  first,  tho  pvo«uniption  is  tLat  we  are  not  indebted  at 
present  to  K.  Smitli  for  more  tlian  our  own  share :  in  the 
second,  that  we  are  indebted  for  the  wliole — to  E,.  iSniith,  not 
only  for  cur  ^  but  his  also,  and  to  James  Hcaton  for  his  ^.  Tlie 
closing  entries  must  corresjiond  to  tlie  opening  entries  in  each 
case.  The  j)upil  will  see  that  the  ditFercnice  between  the  two 
methods  is  in  the  opening  and  closing  entries.  The  above 
entri(>s  will,  of  course,  indicate  the  journalizing.  It  is  usual, 
in  }>osting  from  the  Journal,  to  bring  the  last  five  items  on 
Dr.  side  in  one  sum  under  the  term  "  Sundries."  The  iirst 
method  is  the  more  correct  one. 

COMMERCIAL  CALCULATIONS. 

As  tho  pupil  may  be  supposed  to  be  familiar  with  the  method 
of  calcuhiting  Interest,  Discount,  Exchange  and  Simple  Equa- 
tion of  Payments,  we  will  give  here  only  the  method  of 

EQUATING  AN  ACCOUNT. 

Suppose  the  following  to  be  Abel  Bond's  account  in  our  Led- 
ger, and  it  be  required  to  equate  it,  that  is,  to  find  at  what  time 
tho  balance  of  tlie  account,  $225,  should  be  paid,  so  that  neither 
he  nor  we  shall  be  the  losers  in  regard  to  interest. 


Dr. 


ABEL  BOND. 


Cr 


220  00  Jill v I  i: By  Cash  I 

125  00  Sep.  I ITi  "  NoteatSm'o 


Ju  e 
July 


200  00, 
140  00 
190  00 


Oct. 


3 


a 


Cash 


2r,o  00 

300  00 
150  00 


First  ascertain  wdien  each  amount  becomes  due,  and  then 
(H^.vime  the  latest  dtite  upon  whicli  any  item  on  either  side 
becomes  duo  as  the  date  of  settlement.  jNTultiply  each  item  on 
both  sides  l)y  the  number  of  days  between  its  date  and  the 
assumed  date.  Find  the  sum  of  the  [troducts  on  each  side,  and 
divide  the  dilTerenco  betwcsen  the  two  sums  by  tlie  balance  ol 
the  account.  The  quotient  will  be  the  number  of  days  that  the 
assumed  date  is  out  of  the  reckoning. 

If  the  diflerence  of  products  and  tb  •  balance  of  the  accoiini 
fall  on  the  aainc  tide  count  badicards;  if  on  opposite  sides  coinr 
JoiH-drda. 
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BOOK-KEEPINC; 


EXAMPLE. 


1870 

Am'ts.] 

Days. 

272 

182 
137 

30 
0 

Products, 

1870     j  Ani'ts.  1  Days.    1  'un]  ucts 

July      3 

Oct.        1 

Nov.    15 

1877 

220 
125 
200 

140 
190 

51»840  ' 
22750  ' 
27400 

5040 
0 

.July       1 
Doc.     20 
Oct.       3 

200 
300 
150 

274 
1>J2 
180 

54800 
30000 
27000 

Feb.     24 
April     1 

050 

112400 

875 
650 

115030 
112400 

1 

The  differences  fallinL?  Ixtth  on  the 
same  side  We  count  backwards  11 
jdays  from  April  1st,  which  brings 
Ithe   equated  time  to  March  2l8t, 

225 

2630 

n 

io/  / . 

Any  other  date  may  be  aKSSumod.  If  tlie  earliest  date  liad 
been  assumed,  the  direction  of  coiuitinn  would  hav.e  l)een  ojipo- 
site  to  that  above ;  tli(^  general  rule  being — when  the  diftor- 
ences  fall  both  on  the  same  side,  to  co\mt  from  the  assumed  date 
in  the  same  direction  as  the  other  dates  are  in  regard  to  it ; 
when  the  differences  fall  on  opposite  sides,  to  count  from  the  as- 
sumed date  in  an  opposite  direction  to  that  of  the  other  dates  in 
regard  to  it. 

The  thoughtful  pupil  will  readily  see  that  if  he  multiply  the 
difference  of  the  products  by  the  rate  per  cent,  and  divide  by 
36500  he  will  have  the  balance  of  interest,  on  A|)ril  1st,  and 
therefore  the  amount  which  settles  the  account  at  that  date. 

Another  method  of  finding  the  average  date  is  to  ascertain 
what  the  balance  of  interest  v/ould  be  at  the  assiuned  date  of  set- 
tlement. If  the  balance  of  interest  is  in  favor  of  Abel  I^>ond, 
he  is  entitled  to  keep  the  balance  of  the  account  long  enough  to 
produce  that  interest ;  hence  the  true  date  will  be  subsequent  to 
the  assumed  one,  and  wo  nuist  count /*r?myT/,9,  and  if  the  balance 
of  interest  is  against  him,  the  true  date  will  be  just  as  long 
before  the  assumed  one,  and  we  must  count  backwards. 

As,  for  the  purpose  of  merely  equating  the  account,  it  is  im- 
material what  rate  per  cent,  we  take  so  long  as  we  use  the  same 
"or  both  sides,  we  choose  6%,  and  reckon  300  days  to  the  year. 
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BOOK-KEEPING. 


EXAMPLE. 


1876. 


July 

October 
Nov. 

1877. 
Feb. 
April 


3 
1 

15 

24 
1 


Am'ts. 

Day.s. 

22() 
125 

200 

140 
190 

1 

1 

272 
182 
137 

36 
0 

875 
050 

225 

[nt'st. 


1876. 


Am'ts. 


0.97  'July  1 

3.70  I  Dec.         20 
4.57  I  October     3 


.84 


10.17 
18.73 


200 
300 
150 


650 


Davs.    Tnt'st. 


274 
102 
180 


9.13 
5.10 
4.50 


18.73 


.44 


The  l)alance  of  interest  is  against  A.B. 
;  Hence,  for  the  jiaynient  of  $225  to  settle 
the  account,  it  should  have  been  paid  as 
jlonar  before  April  1st  as  it  would  take  to 
produce  44  cents  interest;  viz.,  11  days, 
bringiujL,'  the  equated  time  to  March  21;st, 
1877,  as  .above. 


The  student  will  perceive  that  the  principle  observed  here  is 
to  chdrge  Abel  Bond  with  the  interest  on  the  various  amounts 
received  by  him  from  the  time  of  their  becoming  due  in  Cash  to 
the  assumed  date  of  settlement,  and  in  like  manner  to  allotv  or 
credii  him  ivith  interest  on  the  sums  paid  by  him.  A  careful 
examination  of  the  two  methods  will  show  that  they  are  essen- 
tially the  same,  for  if  we  divide  the  difference  of  the  products  in 
the  tirst  by  6000  we  obtain  the  balance  of  interest,  44  cents 
nearly.  The  reason  of  this  is  plain.  The  interest  on  $220  for 
272   days,  (using  for  convenience  the  same  rate  as   above)  is 

,   ^       220x6x272     220x272     _^  .,_         .  .^,    ^- 

equal  to     — ^~qo^—  =  -^^^  =S9.97,  and  so   with  the 

rest.  Now,  in  the  first  method  we  simply  write  down  the  pro- 
ducts, reserving  the  division  by  6000  until  we  arrive  at  the 
difference  of  the  products.  Indeed,  if  we  divide  each  individual 
product,  the  sums  of  the  debit  and  credit  products,  and  the 
difference  of  these  sums,  in  the  tirst  method,  by  6000,  we  shall 
find  the  quotients  to  agree  respectively  with  the  corresponding 
amounts  of  interest  in  the  second. 

The  number  of  days  to  be  counted  from  April  1st  is  more 
nearly  12  than  11,  but  we  have  chosen  to  give  Mr.  Bond  the 
advantage  of  the  fraction. 

If  he  propose  to  give  us  his  note  with  interest  for  the  balance 
of  the  account  it  should  be  dated  March  21st,  1877. 

If  he  propose  ^o  settle  the  account  on  the  1st  of  Apiil,  1877, 
he  should  pay  $225.44. 

Tlieie  are  other  ways  of  equaling  an  account,  but  our  bpace 
forbius  us  alluding  tt*  theui. 
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CLASSIFICATION  OF  ACCOUNTS. 

Accounts  1  ave  been  classified  in  various  ways,  but  we  will 
here  mention  only  four  of  these  : — 

1.  The  older  writers  generally  divided  them  into  Personal, 
Real,  and  Fictitious  or  Nominal. 

Personal. — Those  in  the  names  of  the  persons  with  whom 

we  do  business  on  credit ;  as  Robert  Smith,  Charles  Adin, 

etc. 
Real, — Those  representing  property,   as  Cash,  JVIdse.,   Ri^al 

Estate,   Railroad  Stock,  Bills   Receivable,   and  including 

also  Bills  Pavable. 
Fictitious  or  Nominal.— Those  representing  the  difilnont 

kinds  of  expenses,  and  various  other  ani.^es  which  add  to, 

or  take  from,  the  gain  which  the  Mdso.  Acct.  may  show  ; — 

as  Interest,  Commission,  Expense,  the  Loss  and  Gain  aect. 

proper,  and  including  also  Stock  acct. 

NOTE. — If  a  Bank  Account  be  kept,  some  call  it  a  Heal  account,  as  it  represents  Cash 
immediately  arailable;  others  a  Personal  account,  as  the  Bank  stands  related  to  U8 
as  Dr,  or  Cr.  in  tlie  same  way  as  any  person  does. 

TI.  Personal  accounts,  Property  accounts,  and  accounts 
of  Causes  ;  corresponding  severally  with  the  divisions  in  N<>,  I. 

TIL  Personal  and  Impersonal ;  or  accounts  of  Perbuns 
and  Thi'^gs'. 

Personal. — All  persons  with  whom  we  do  business  on  credit, 
including  Bank  account,  and  the  proprietor's  investment  ac- 
count, called  Stock  or  CapUal. 

Impersonal. — All  not  personal ;  that  is,  those  representing 
things — not  only  material,  tanf/iblr.  things,  such  as  C:i:h, 
Merchandise,  Bills  Receivable,  Bills  Payable,  Kaiiroad 
Stock,  Real  Estate,  etc.,  but  also  anything  in  tlie  sha|.i-  of 
accommodation  or  advantage  received  or  given  Ijy  us,  and 
having  a  money  value  in  relation  to  our  business. 

IV.  The  most  practical  division  is  into  Asset  and  Lia- 
bility accounts,  and  Loss  and  Gain  accounts. 

Asset  and  Liability  accounts.— Those  whose  closing  entry 
shows  an  asset  or  a  liability ;  as,  Cash,  Bills  Receival)le, 
Bills  Payable,  Bank,  Robert  Smith,  Robert  Smith's  Con- 
si  ;,niment. 

Loss  and  Gain  accounts.— Those  whose  closing  entry 
slu)W8  a  loss  or  a  gain ;  as.  Merchandise,  Real  Estate,  Bank 
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Stock,  Shipment  to  Hamilton,  Commission,  Interest,  In- 
surance, Expense,  and  the  Loss  and  Gain  account  proper, 

NOTE. — Any  speculative  property  on  hand,  as  found  by  taking-  stock,  is  an  asset. 

Of  these  classitications,  III.  and  IV.  seem  to  us  the  only 
ones  of  any  special  value.  Tlie  former  affords  the  means  of 
showing  the  reason  for  debiting  and  crediting  accounts  of  things 
as  well  as  accounts  of  iMrsons.  The  latter  is  of  practical  utility, 
in  leading  us  direct  to  the  great  end  of  all  account-keeping, 
namely,  the  present  financial  condition  of  the  business,  and  the 
icays  and  means  by  which  from  a  known  previous  condition  the 
present  one  las  been  attained. 

NOTK.-The  terms  Real  and  Representative  have  been  applied  by  some  to  the  two 
div.-'oiisin  No.  IV.  As  these  terms,  however,  are  used  by  others  in  a  different  sense,  we 
have  ]irefiTrcd,  rather  than  confuse  the  student  by  the  use  of  terms  so  diflferenily  ap- 

iilitil,  ti'  tall  them  simply  Asset  and  Liability  accounts,  and  Lo&s  and  Gain  accounts, 
'he  former  are  sumetimes  called  instate  Accounts, 
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EXAMINATION  PAPERS 

ON 

BOOK-KEEPIIVC^ 

SELECTED  CHIEFLY 

'^°ZJJ^°^^    PREPARED    UNDER    THE   DIRECTION   OF 
THE  EDUCATION  DEPARTMENT  FOR  ONTARIO 


SECOND  CLASS  CERTIFICATES,  JULY,  1871. 


Time— One  Hour  and  a  Half. 

l    Describe  the  Cash  Book,  Journal,  Ledgerand  Invoice  Book 
X.    You  commence  business  with  85  000  cash  nn/i  «k  nnn 

at  6  months.    Shew  what  acfounL  ^oSVould^opeS  ^'"''  Purchased  from  A.  B. 
B.    What  accounts  would  be  affected,  and  how.  by  the  following  entries  : 

(1)  Sold  goods  to  A.  on  account,  «500 

"'  SSfsfr4l,JrtB"a;,f  ASS."""  -*  -"  ^'^'"^  -y "«  •• ' 

(4)  Had  B.'s  note  discounted  at  Bank  of  Toronto  at  8  per  cent 

(5)  Received  a  legacy  of  6800, 

4    What  is  the  object  of  the  Profit  and  Loss  account  ?    When  do  you  debit  and  crcit 
h.    1  >  ascribe  the  steps  you  would  take  in  closing  a  set  of  books. 


FIRST  CLASS  CERTIFICATES,  AUGUST,  1871, 


Time— One  Hour  and  a  Half. 

*•   ^^S^V^ch''^'''  °'  book-keeping?    State  the  book,  usually  employed,  and  th. 
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2.    What  is  the  distinction  between  real  and  fictitious  accovints} 
8.    State  fully  how  you  balance  the  following  accounts 

(a)  Goods. 

{b)  Prn'it  and  Losa. 

(c)  Bakiin;e. 

4.    What  is  meant  by  a  trial  balance  ? 

6.    Journalize  the  following  transactions  :— 

(a)  Bought  from  McMaster  Ai  Co.,  50  pieces  cloth,  containing  30  ynrds  each, 
at  $3J  per  yard,  paid  cash  $1,000,  and  gave  my  note  at  6  ni(jnths  foj 
ren)ainder. 

(6)  Sold  to  John  Smith,  goods  $300,  received  in  cash  8150,  and  his  note  at  I 
months  for  the  remainder. 

(c)  Discounted  the  above  note  at  7  per  cent. 

(d)  Lost  my  pocket  book  containing  $160. 

(e)  The  pocket  book  was  found  a  few  days  after  and  returned,  when  I  gavi 

§10  to  the  finder. 

6.  Shew  how  to  average  an  account.  Bought  goods  fioni  A.  R.  McMaster  &  Bro.  a« 
per  invoice  :  April  4th,  §000  on  4  mi'.nflis  ;  May  1.  ;!>,  Site'J  n>i  ij  months  :  June 
12th,  §1,020  on  4  months.  Paid  on  at ;  .nut,  Ji-y  20th,  §760  ;  June  5th,  $720  : 
July  10th,  $300.     When  must  I  pav  the  balance? 


FIRST   CLASS   CERTIFICATE— DECEMBER,   1874. 


Time— One  Hour  and  a  Q tarter. 

1.  Are  all  the  Real  Accounts  closed  To  or  By  Profit  and  Loss  ?    Give  reason  for  -our 

answer. 

2.  Etplain  how  the  following  accounts  are  closed  :  Profit  and  Loss,  Stock,  Balai  ce. 

8.  Define  Bill  of  Lading,  Bonded  Goods,  Bill  of  Entry,  Consignment,  Manifest,  Lttter 
of  Credit,  Salvage. 

4.  Shew  with  example  how  to  "  average  an  account." 

6.  Shew  h(i\v  10  journalize  in  the  following  cases: — When  I  sell  goods  of  one  sort  for 
part  goods  of  another  sort,  part  cash,  part  bills,  and  part  credit.  When  I  Imy 
goods  of  one  sort  for  part  goods  of  another  sort,  part  credit,  part  cash,  and  part 
bills.  When  I  receive  a  legacy  in  houses,  or  lands,  or  goods.  When  I  buy  a 
bill  of  aiiotlier  for  ready  money  and  receive  discount.  When  I  sell  a  bill  for 
cash  and  give  discount.  When  goods  bought  on  credit,  are  sent  to  sea  for  my 
own  account.  When  goods  are  sent  to  sea  for  my  Factor's  account,  which  were 
formerly  entered  in  my  books.  When  the  goods  of  another  person  are  insured  by 
me  and  I  receive  the  money,  (1)  presently,  (2)  not  presently.  When  -nods  of 
my  own  that  were  insured  are  cast  away  at  sea.  When  the  insurance  is  jiaid  to 
me  :ifter  I  have  entered  the  circumstances  in  my  books.  When  goods  in  Com- 
pany are  sold  by  me  on  credit.  When  goods  of  my  partner  are  brought  into 
Company. 


1ST  CLASS  CERTIFICATES— JULY,  1876. 


iro. 


Time— One  Hour  and  a  Quarter. 


I.  Give  in  full  your  method  of  closing  a  set  of  Books  (Double  Kniry). 

n.  Classify  the  following  accounts  for  closing  purposes,  and  ex;ilaiu  In; w  each  account- 
is  closed— Stock,  Cash,  Merchandise,  Balance,  Bank,  Bank  Stock. 
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Ill 


III.  Give  the  Day  Book  entries  that  would  require  the  following  Journal  entries .  - 

i  ctB, 


Ca;  John  Thompson  ,Dr '    i^. 

Bank.  „ ;.....;:; ' 

To  Bills  Receivable.! ...'.' 


cts. 
ISOO  00 
1-iOO  00 


(b)  Shipment  to  A.  Low,  Dr 

A.  Low,  „ 

To  Merchandise. 
II    Cash 


1400  00 

7:,o  00 


(v)  John  Henry,  Dr |      j<,o 

To  John  Henry's  t'onsi'niinent '.!.!..!  ."i        ". 
IV.  Journalize  the  following  transacti(jns,  iiu.st  luid  close  the  Ledger  :- 

''"''^'J-nn'  ^■^''^^     i" vested  in  business,  cash,  $400 ;  inerchiiiuUs 
^000  in   fiivor  of  John   Hill,  si  .-loil  oy  W.  Wiljiii, 


00 


3000  00 


1100  00 

io.:»o  00 


120  OC 


e,  84,7r,0  ;  a  note  fo'' 
•nul  oudor.sed  bv  H' 


Cooper,  dated  May  18th,  ls7r..  :k  sjo  days  ;  an  accepted  draft  for  ,^ WO  drawn 


May  IStli;    R.   Manning'?  a<vonnt,  mO;  Keul  E;tat^^^ 'u(^; '"ir'io 
McL'rea,  Brothers,  nierchundisu  ;;s  per  inv(vU'e    S'^00     rJ,  oi v    i  •"'  ^ 

clique  on  Ontario  Bank  for  ,lw,  their  not  >  to  ha     ,;.o    1   i"'  sIuS'r 
Mannnig  $3,000  worth  of  merchir.,dl..j,  one-lndf  from  im-  tmv  '.on     '^'^  i 
bought  from  J.    Heal  on  my   not;  k  30  duv"  Wh    ■^^/i'"''''"^'^'  ^'^'^"ca 
Manning  his  second  consigmneiit,  coiLsistin"-  o'f  lOO 
$8  per  bbl ;  paid  freight  and  drava- 


eceived  from  R, 
flour,  invoiced  at 


»p  pur  uDi;  paia  ireignt  and  draya-c  >iii  siuno  hv  'jhuoue  .^mo  ^m/  «^m 
R.  Du„„  100  hbls.  flour,  from  li  Mannings  .ou^ii^^a^' o""":^  .^"^ 
per  bbl.  ;  received  m  payment  a  rh^qm  on  Banlc  for  ^m,  an  order  «^n  A  '  R 
for  !J60,  cash  for  balance.  10th.  ulo.od  R.  Ma,.r,ing's  :  /m  'nnne ntTvt  2)* 
and  rendered  him  an  account-sale,  oi  the  same  ;  .,n;c.har..e  t'J-  s\ori-p  fen 
commission,  $40 ;  R  Manning's  ret  proceeds  rcVuitted  In  c^.sli  5?l  020  i£' 
Received  account-sales  of  morchc.ndise  .shippul  11.  Maui,;.  ,„  thelrd  i  - 
*20  ;  accornpamed  by  a  che(,ue  u-.v  amt.  of  our  net  proceeds,  y;!3^56o  v  'ch 
I  deposited  m  Bank.     Merchandise  on  hand,  as  per  inveniorv  §3  4o  00  "' 


deposited  in  Bank, 

it  the  Busini 
2iid  of  the  month, 


V.  Write  out  the  Business  Forms  required  in  the  preceding  question  for  the  Ist  and 


SECOND  CLASS  CERTIFICATES- JULY,  1871 

Time— One  Hour  and  a  Quarter, 

^    ^^'^nJn^r  l^"]  <^':"sider  the  more  satisfactory  system  of  Book-keeping,  Sinirle  or 
Double  Entry  ?    Give  your  reasoiis  in  full.  -^F'^'b,  omgie  or 

*■  ^''^'IfilV*^'^  following  terms  as  used  in   iSook-keeping:  Bills  Pavable,  Stock  Shio- 
ment,  v.oiisignment.  Account  Sale.,  Acceptance,  Drawee,  Protest  ^ 

^"  ■^^'annbo.l  the/ollowing.     Give  your  ruie,  and  show  that  it  is  satisfactory  when 
applied  to  these  particular  entrjus  :  "^ 

^""^  «'^'oOo'u;ii^'S-">  ^L'^^r  "'7'™  ''"''"'''f  investing  as  follows  :-Cash 
^.),U00.  .M  f^e.  ;ri,,i00.  Wood  tor  use  111  Store  .sioo.     I  owe  on  a  note 
favor  ot  .John   llnmipson,  dated  Jr.. e  i.i     at  -•....•.  $1,200  with  one 
nioutli's  interest  on  hanie  ^i. 

(b)  Bought  of  John  Jones  :.Idse.  ^s  per  invoice  §1,200.    Gave  'n  pavmeiit 
my  note  for  S«00  at  30  days.     Balance  on  account. 

(c)  Rec'd.  irom  Herry  Kerr  lun  Bbls.  Flour  invoiced  at  §8  per  Md     to  be 

sol.l  on  his  account  and  risk,  paid  orayage,  &c.,  by  an  order  In  w' 

&  Give  Day  Book  entries  corresponding  to  tiie  tollowing  Journal  eutritts  : 
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(a)  Milse.  Dr. 
Bank   " 


To  John  Walker. 


Dr. 


(b)  Bills  Payable, 

To  Bank 

"    Wm.  West. 
*   Discount   . 


250 
100 


800 


00 
00 


00 


1,600     00 


a.'io    00 


300 

450 

50 


1,000 
500 
100 


00 

00 
00 


00 
00 
00 


(c)  Shipment  to  A.  B.  Dr 

ToMdse 

"    CD 

"    Cash 

6.  Give  Day  Book  entries  corresponding'  to  the  following:  entr'es  as  fouiid  in  Mdse. 
account,  and  close  the  account,  given  that  $2,000  worth  of  Mdse.   still  remains 
unsold  : 
Dr.  Kobe.  Cr. 


July 

1 

<( 

3 

« 

5 

<( 

8 

It 

10 

ToS^ck    

"  S    iidries 

"  Bills  Receivable 
••  Wm.  Coopur  . . . 
"  John  Smith. 


3,000 

00 

July 

I 

1 

540 

00 

3 

320 

00 

6 

800 

00 

8 

410 

00 

9 

10 

By  Cash | 

"    Bills  Payable....! 

"    John  Jones I 

"   Shipment  to  A.  B. ! 
"  Bills  Receivable. 
"  Bank 


XJO    00 

1.^0    00 

1.200    00 

l.SOO    00 

1,500  I  00 

100  I  00 


NORMAL  SCHOOL  FOR  ONTARIO. 


FORTY-NINTH  SESSION. -JUNE,  1878. 
FIRST  AND  SECOND  CLASS  CERTIFICATES. 


Time — Two  Hours. 

1.  D'.vide  thefollowinar  acconius  into  Personal,  Real  and  Fictitious,  viz.  ;— Cash,  A.  B., 

Bank  of  Toronto,  Intu rest,  Real  Estate,  Commission,  Bills  Receivalile,  Mdse., 
Exjiense,  Bank  Stuck,  liills  Payable. 

2.  Divide  the  same  accounts  into  two  classes,  one  showing  an  asset  or  a  liability,  th« 

other  a  loss  or  a  gain. 

3  Say  which  of  the  Real  accounts  in  No.  1  belong  to  the  class  of  accounts  skowing 
As.'iet^  and  Liabilities,  and  which  to  the  Loss  and  Gain  accountti.  Explain  how 
you  would  distinguish  between  them. 

4.  The  books  of  oriafiiinl  entry  being  the  Cash  Book,  Sales  Bf ok.  Invoice  Book,  and 

another  for  miscellaneous  entries  explain  the  use  of  each. 

5.  Draw  out  a  form  for  a  Bill  Book,  and  explain  its  use. 

6.  Describe  the  mode  of  posting  direct  from  the  Cabh  Book  and  Invoice  Book. 

7.  Journalize  the  following  Day  Book  entries : 

(a)  Began  business  with  Cash  $10,000,  of  which  $3000  is  borrowed  from  M.  N.  on 
our  note. 

Also,  C.  D.  owes  us  $400  on  his  note,  and  $300  for  which  wj  hold  uu  note. 

We  owe  E.  F.  on  book  account  $200,  and  G.  H  on  our  note  ^!i>10u. 
(6)  S"ld  A.  B.  goods  $900,  and  received  on  account,  Cash  $400,  und  II.  .S.'s  not« 

for  $200,  on  which  he  allows  us  discount  SI.  50 
(c)  Bought  from  Bank  of  Toronto  ;or  Cash,  bill  of  Exchange  on  Cit^   Bank, 

London,  England,   for  SJOO  Stg^,  and  remitted  the  same  to   Benjamin 

Worth,  Manchester,  England,  in  settlement  of  account.    £xchaiig»  »A 

llOJ. 


Book-keeping. 

hab.I,t.e8  of  the  concern,  the  Dr.'  .i.lc  (J  U^StcLSl;'^^:;;:^^'  ^''«'^"'» 

FINAL  EXAMINATION. 

FIFTIETH  SESSIOnTdECEMBER,  1873. 

FIRST  AND  SECOND~CLASS  CERTIFICATES. 

Time— Two  Hours. 
1.  Before  closing  Mdse.,  Bank   Stock    Rfni    Psfo+o 

account,  Ah  a  view  to  find  thelfain  ^r  lo5  wS'at  mu^M./rV''^':'"'^''    P-'^P^^^V 
o    wu^''*^"^'""'  '''"''  "'i^t  »'"st  be  done  with  it  v  '  "'^  '"^  ^''""^  ^'^l^*^"  '"t"  ^oii- 

'•  ^''SaSZ'^^^Ji:r  '^"'^""^  -ntainwhen  completed  ?    What  does  the 

3.  In  a  business  where  the  transactions  are  some  for  cash   in.l  «nmo        .• 

note  or  not,  name  the  accounts  vvhich  wil    he  dose.i '^^  n>ne,  either  i«y 

which  will  be  ch.sed  into  Loss  and  Gain  sta  iiiL^  hi  1       .  !■''"""'•  '""''  ^'"'^'^ 
to  which  the  closiniT  entries  «ill  be  transferred  ^    ^  '"'''  "*  ^^''''^  *'''''  ''^•'-'""■'t- 

4.  Give  an  example  of  a  sale  for  cash    one  rfp«ivino.  fi,»  k, 

account.     Give  Day  I5ook  a,,d  JoirnaUntries^  *''^  ''"^''■'  '"^t^'-  a"'!  "'"^  "" 
6.  Give  an  example  ..fa  purchase  made  by  us,  we  pi  vino,  in  ravment  „.,.  ^        . 

6.  Journalize  thefollowiny ; 


1870,  Nov.  glJ^IJ^d  of  A.B.  his  acceptance  at  one  month. 
Zl—i'a.id  A.  B.  s  Bdl  into  iiuiik  for  discount. 


$450. 


^^"1 S45u  00 

Discount 2  2.5 

447  75 
le  sold  (in  account  ff 

ire  uiii 


7.   Why  is  it  that  when  a  consin:nment  of  goods  is  made  to  tis  to  i.e  sold  ,.,.  ^n 
another,  we  do  not  enter  in  ihe  Led-er  the  value  of  the  Vo  ds    wh  e   U  „■ 

sr.tdsV"''""'' '"  '^^"''^  '^  ^™ ""  -^  account.  v;t  rnS'ti:;:,';;;^, 

8  Give  an  example  of  an  expenditure  which  would  be  more  properly  put  in  PrVt. 
Account  than  ni  Lxpense,  and    one  which  would   be   n.o  7X^1      ,.  ,' 
Ca,i>ital  or  Stock  than  vx  either  Private  or  Exiieuse     Give  ,  pH^"^?   '   ■'      •  ''' 
out.of^^our  possession  for  which  no  account" ili^i'tos^^S -1;^;;:^  i;^^:;';;;;':'; 

9.  From  the  followinnr  Trial  Balance  find  each  partner's  present  net  canitni   n,.ra„  • 

the  entries  in  the  Partners'  accounts,  the  Loss  an,l  O.au     ".d  h^r   v.'  ^oT'r 
as  they  would  be  in  the  ordinary  elos  ng  ot  the  Led-tr  accounts, 
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200 
200 
7000 
4560 
978 
664 
862 
473 
lOCtiO 
11:00 
150 
290 

loo 

9t'0.3r>7 


R.  S.  (Capital) 

M.  N.  (Capital) 

X.  Y.  (Capital) 

R.  S.  (Private) 

M.  N.  (Private) 

X.  Y.  (Privaie) 

Cash 

Ontario  Bank 

Bills  Receivable 

Bills  Payable 

A.  B. 

C.  D. 

Mdse.  (unsold  $5800) 

Ontario  Bank  Stock  (unsold  $500) 

Interest 

CoiumissioD 

Expense 


S3S83 
3S83 

30^4 


4ono 

35  (JO 
478 
934 
252 
673 
7(j00 
900 
100 
190 
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